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Sleek, clean and modern, 
the Smith-Corona Electric 
offers you an appearance 
which fully complements its 
faultless performance. No 
other typewriter on the 
market offers you such time- 
saving features as exclusive 
Signal Light, Half Spacing 
and Keyboard Control. 

Ask your Smith-Corona 
representative for a short, 
dramatic demonstration. 
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“WORLD'S 
FASTEST 
ELECTRIC 


WITH THE WORLD'S 
FINEST FEATURES 


SMITH-CORONA ELECTRIC 
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AVAILABLE IN 
COLOR 


Write for 
literature 


WATER COOLERS 
DRINKING FOUNTAINS 
FILTER/PURIFIERS 


12 TIMES NEWER! 


J 


ADVANCED 


. Beautiful, Modern Design 


. New, Improved Cooling 
Method 


. Completely Concealed 
Plumbing 


...and 9 other ADVANCED ex- 
clusives that make this the... 


Sunroc Corporation * Glen Riddle « Pa. 


Send ADVANCED literature, promptly, to: 
(PLEASE PRINT) 


NAME... 


COMPANY 


7 DIVISIONS & BRANCHES 

IN ALL MAJOR CITIES 
CORPORATION also TELKEE SYSTEMS 
Glen Riddle, Pa. 


For More Information Circle No. 232 
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PROFITS | 


Teletype saves man-hours 


...or girl-hours, as the case may be. 
Both are too valuable to spend on 
duplicated effort. 

Save Your Time. In business and industry, 
everywhere, Teletype machines are the 
center of more efficient communication 
plans. You can tie in as many or few 
offices as desired, give all multiple 
copies—simultaneously. Or tie in sev- 
eral departments of the main office— 
accounting, production planning, ship- 
ping, etc. All can get the information 
they need... ona roll of page printer 
paper or marginally punched business 
forms. 

Save Clerical Time. A: single typing can 
deliver copies at any number of receiv- 
ing points and provide copies at the 
point of origin for routing, checking, 
filing—all with no duplicated effort. 


And—the single typing reduces possi- 
bility of error, inherent in recopying. 
Model 28 is Years Ahead. The new Model 
28 machine is designed to ‘“‘cruise’’ at 
100 words per minute speed. It is at- 
tractively styled, quiet in operation. 

Inside is a versatile Stunt Box which 
serves as a “robot brain’. Responding 
to keyboard or line signals, it can actu- 
ally expand the machine’s uses for non- 
typing tasks of every description. 

For a free booklet, write to Teletype 
Corporation, Dept. 30 D, 4100 Fuller- 
ton Ave., Chicago 39, Illinois. 


TELETYPE 


Western Electric Company 
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Publisher How Boeing Processes a Million Dollars Daily 
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William R. Schulhot Accounts Payable 


Edito : F 
Bart The Open-Door Policy Herman Limberg 


James Gorman Working Life Patterns of 
Vanaging Edita: Women Stuart H. Garfinkle 


Lightening the Executive’s Burden of 

Reports Robert W McGeary 
THE OFFICE is published 
on the first of every month How to Stafl a Punched Card 
by Office Publications Installation 
Company, 232 Madison 


Robe rt S Moors 


menue. aw York 16 oO One Good Form Does a Lot of oe = gf me 

Tel.: LExington 2-2245 Manufacture! alter . oft bere 

Cables: Wilhof, New York Setting Standards for Jobs That Require 

Mental Decisions Arthur E. Fain 94 
Chicago Office: Civic Opera 
Building, 20 North Wacker 
Drive, Chicago 6, (Fred € No Repetitive Writing in This Order-Invoice 

Zindier) ANdover 3-2668 System Joe J. Gibeault 


Handling the Problem Employee B. W. Elsom 


Rolling Units Can Increase Your Available 
SUBSCRIPTION: One Year Storage Space Bernard Pomerantz 
$3, Two Years $5 to U.S 
and Possessions. To all Filing Can Be Fun—When You Know 

other Countries, One Year How Isabelle Ainge 
$4. Two Years $6. Also 
publishers of the annual 
export editions: 

LA OFICINA and OFFICE New Books 
EQUIPMENT EXPORTER. 


Mail-Order Jeweler’s Inventory 
System Lester E. Collins 


Camera! 

Right or Wrong in Employee Relations 
New Products 

Literature from the Manufacturers 


ember o 
BP M r Of News of the Office 
| National Business 


Publications, Inc 


Trademark Reg. U.S. Pat. Off. * Founded 1935 * “Copyright 1958 Office Publications Co. All Rights Reserved. 


News of the Industry 
National Conference & Exhibit Calendar 
As We See It 


Business Publications 


Audit of —————— a 
Circulation, Inc BPA 
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"HOW CINDY SHOWED US THE WAY 
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CINDY, HOW DO 

>» YOU MANAGE TO 
GET SO MUCH 
WORK DONE ? 


THATS EASY, Boss! 


WE USE “SCOTCH” 
CELLOPHANE TAPE ! 
ITS WONDERFUL 

FOR ALL KINDS OF 
MENDING AND SEALING. 











“SCOTCH” Brand unwinds so eas- 
ily, there’s no breakage, no waste. 
Sticks so tight you use less. 








And look! It’s the 
only office item that’s 
actually gone down 
in price. Costs 40% 
less now than 3 years 








Everybody saves 
time and steps with 
one of these handy 
“SCOTCH” Brand 
Dispensers on the 








S 


tZZ>And here's 


-" 


a money — 
aving offar 


that will help 
cut your office 


expenses, too | 
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SPECIAL OFFER! 


"Get a new Surf-green de-luxe desk 
dispenser FREE when you Order one 


at regular price with !2 rolls of 
“SCOTCH Cellophane Tape!" 


Color-matched with new office 
furnishings 


Neat, convenient 


Weighted, non-marring 
rubber base 


HERE ARE 2. BIG DEALS To Save You Money / 


DEAL‘R’’ sy one handy “SCOTCH" De DEAL‘'S’’ suy one handy “SCOTCH” De 
Luxe Desk Dispenser. Buy 12 rolls “SCOTCH’’ Luxe Desk Dispenser. Buy 12 rolls “SCOTCH” 
Cellophane Tape (34” x 1296”). Get free Cellophane Tape ('2” x 1296”). Get free 
a second surf-green “SCOTCH” Dispenser. a second surf-green “SCOTCH” Dispenser. 


Ask your supplier for Deal “R” or “S". Order now—offer expires June 30, 1958 


NEW 


LK SS, 
Miienesora [finine ano (ffanuracturinc company SA 
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-.- WHERE RESEARCH IS THE KEY TO TOMORROW 


ZL 
4 
V 
X 
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How Boeing Processes a 
Million Dollars Daily 


In Accounts Payable 


$1 MILLION daily volume in 
Wiel payable, with two office 
shifts processing invoices from approxi- 
mately 3500 suppliers, would be a 
tremendous job in any industry. At the 
Wichita Division of Boeing Airplane 
Co., this daily operation receives the 
supervision of men constantly alert for 
better, more efficient techniques to cope 
with the enormous job. 

In March 1956, the accounts payable 
supervisors, working in conjunction with 
data processing personnel, innovated 
several ideas that they incorporated into 
their integrated data processing system 
which centers on the operation of an 
ideas were 


electronic computer. The 


placed in effect the following August 
and since then have proven their value 
many times Over in terms of speed, sim 
plicity, Had 
former methods continued, a consid 


accuracy and economy. 
erable number of additional employees 
would have been required to cope with 
the increasing volume of transactions 

Boeing Airplane Co. has long been 
recognized as one of the world’s ieading 
manufacturers and developers of ai 
craft. It has received widespread 
acclaim and publicity for the perform- 
ance of its Flying Fortresses and 
Stratojets. The Boeing Stratofortress 
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has been designed to serve as _ the 
Strategic Air Command’s front line 
heavy bomber for years to come. By 
1960, passengers will be flying Boeing 
707 Stratoliners on 13 major airlines of 
the world. 

The facilities of the Wichita Division 
total 598 acres with two plants covering 
118 acres. Some 116,000 different items 
3,253 
sources for use 1n production programs 
at Wichita 


are. purchased from active 


The resultant accounts pay- 


Boeing's system was developed by, I. to r., 
Grant Furnas, general supervisor of ac- 
counts payable; Richard Miller, head of 
the accounts payable and billing unit, and 
Walt Peterson, chief accountant. 





As primary records are posted on a standard Burroughs Sensimatic accounting machine, 


a tape is perforated automatically. 
from this tape. 


URS WS) SER 
able work is the management respon- 
sibility of Walt Peterson, chief account- 
ant; Richard G. Miller, chief, accounts 
payable and billing unit; and Grant 
Furnas, general accounts 
payable group. 

Processing invoices formerly included 
checking them purchase 
and then 
manually filling out a distribution form. 


supervisor, 


against the 


orders receiving notices, 


Cards were then manually punched for 


writing the check and remittance ad- 


vice and for use in reporting cost 
distribution. 

While this operation basically was 
sound, accounts payable supervision felt 
it could be improved. The company 


decided that efficiency in many areas 


10 


Cards for the electronic computer are prepared 


re Sa SERRE, 


could be improved through installation 


of an electronic data processing ma- 


chine. Accounts payable personnel, 
therefore, directed their planning to- 
ward implementation of a better system, 
utilizing the data processing machine. 

Ihe accounts payable application, 
which was adopted, contemplated the 
use of purchase order, invoice and 
receiving notice information for several 
accounting functions. The objectives ot 
this application were: 

1. To 


of purchase order commitments and 


maintain an accurate record 


payments. 


2. To accomplish mechanical check- 


writing and mechanical account distri- 
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The Opén-Door Policy 


; HERMAN LIMBERG 


HE PRESIDENT of an industrial 

organization, at a recent staff con- 
ference, introduced the new office man- 
ager and announced that this executive 
would be in full charge of all adminis- 
trative and “How- 
ever,’ said the president, “my door al- 


clerical functions. 
ways will be open to any member of 


who come in and 


talk with me.” 


our staff wants to 

The executive vice president then rose 
to offer a tribute to the new office man- 
and he, too, stated that his door 
is always open. Several vice presidents 
followed with brief “pep talks” 


ager 


which 
closed with the “open-door” invitation. 
Finally, the office 
dressed the pepped-up staff, outlined his 


program, 


new manager ad- 


concluded with 


will 


action and 


“and, of course, my door always 
be open to all of you. 
At this point, a out, 


“Won't that create an awful draft?” The 


voice cried 


quip ended the meeting with a_ burst 


of laughter, but it inspired several of 


the executives to give serious thought 


to the meaning and implications of the 
open-door policy 
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As a human relations technique, the 
both a 
symbol and assertion of management's 
Direct com- 
munication with upper echelons stimu- 


open door is often considered 


accessibility and interest. 
lates morale among the “ground forces” 
[he open 
is supposed to foster the “one big happy 
family” spirit. But does it? 


and expedites action. door 


On the ground floor, or the level of 
the first-line supervisor, it is generally 
agreed that the supervisor’s door should 
be always open to his subordinates for 
guidance, consultation, grievances and 
talks. At 


tional level, an open door between su- 


man-to-man every organiza- 
pervisors and their immediate subordi- 
nates facilitates communication, contri- 
butes to good morale, and precludes 
the excrescence of interstitial organiza- 
tional ledges. To put it simply, in the 
words of one supervisor to his people, 
“If you have something on your mind, 
if you have a problem, if it will make 
better to tell 
then 


feel 
the lake, 
No formalities, no fancy language. Let's 


you me to jump i1n 


come in and tell me 


talk it out, get it settled, and then get 





on with the job.” No memoranda, no 
special assistants, no special appoint- 
ments. Direct approach and direct ac- 
tion. That’s the open-door policy. 

Are there other aspects of this policy 
which has administrative 
cliché? Does the open door swing in, 


become an 


as well as out? Is the door open to su- 
periors as well as subordinates? If the 
boss drops in for a chat, is it always 
considered friendly or could it be that 
he is snooping? 

What happens when an employee by- 
passes One or more levels on his way 
to an open door in the organizational 
penthouse? What is the reaction of the 
supervisors he passes on his way up 
and down? What their morale? 


Does such by-passing foster coordina- 


about 


tion and teamwork? Does it strengthen, 
or strain, the links in the chain of 
command? Is it possible to integrate 
open doors into standard operating pro- 
cedures? 

Consider the impact of the open-door 
policy on the person behind the desk 
behind the open door. Usually this man 
(or woman) is an executive whose re- 
sponsibilities and deadlines require a 
certain amount of scheduling of activi- 
ties and concentration of attention. Will 
unscheduled and sporadic visits of per- 
sonnel coming through the open door 
disrupt this executive’s operations? Or 


should the executive with the open door 
plan all of his 
scheduled visits of personnel who may 
drop in any 
time? 


activities around un- 


time for any length of 


It soon becomes obvious that the 
open door may in a short time become 
a swinging door, then a revolving door 


leading to and from an open house. If 


12 


it is possible to conduct a business that 
way, there should be no need for doors 
at all. But incite the door 
manufacturers to rise in revolt against 


before we 


well 
to suggest the substitution of “unlocked 


the open-door policy, it may be 


door” for The substituted 


term should connote accessibility subject 


“open doo! 


to simple but effective controls which 
would preclude many of the problems 
created by the open-door policy. 
Another important consideration upon 
which the open door should hinge is 
the possibility that it may seriously 1m- 
pair morale, not only by encouraging 
the by-passing of organizational levels 
but, by disappointing those who ven- 
ture beyond the threshold. If the super- 
visor or executive behind the open door 
is too busy to see the employee who 
talk 
requested action or sends the employee 
back to his 


wants to with him, if he evades 


immediate supervisor, the 


open door becomes a symbol of scorned 


and distrusted management. 


Undoubtedly, the term “open door” 


is often used in a figurative, rather 


than in a literal sense. But, because the 
effectiveness of communication § de- 
pends on receptivity and understanding 
of all elements in the organization, the 
possible consequences of literal interpre- 
tations and misinterpretations should be 


considered 


Management has much to gain by 


discarding the open-door policy and by 


adopting, instead, an open-mind and 


open-heart policy. The open mind and 


open heart will be more easily under- 
stood, will improve communication, will 


produce better morale, and will even 


penetrate and unlock many _ closed 


doors 
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WH, 


Made by Hammermill. Sold by 
Hammermill Agents. New blue- 
white and 6 colors. 4 weights, 
8 sizes, from 82 x 11. Weather- 
guarded packaging. 


























You don’t have to be four places at once when you run 
Whippet Bond on your office duplicating equipment 


For More Information Circle No. 230 
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Use Samsonite 
ALL-STEEL 
FOLDING CHAIRS 


Proven strongest and safest 
by actual test! 


Why do we say Samsonite is the world’s 
strongest steel folding chair? Because in 
actual tests, Samsonite withstood over 
1000 pounds (even a troupe of acrobats) 
without buckling. Available in 11] colors. 
Vo tipping—Stand on any part of the seat. 
Self-adjusting hinges prevent tilting. 

Extra safety—Fold it or unfold it. Samsonite 
cant nip fingers. 

Chip-resistant finish—All parts have bonder- 
ized baked enamel finish. 


Other Fine Samsonite Chairs: 


r* 
i ¢ 


WRITE FoR free Samsonite 


Inc., Institutional Seating D 


hwayder Bros. 


2108 
v.. Dept. OF-4, Detr 
For More Information Circle No. 434 
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OF 100 GIRL 


Thousands 
ee a < ee 
Total Surviving 
0} Population 
All Ever 
Married 


BABIES BORN ALIVE: 


80} 

0} 
With Children 
60} 5 and Over 


\ 


50} With ’ 
Children © 


Under 5 


Never Mother . 
LEE NCOO NAOT COON CTT CTE COCT CON COO ON 
15 20 25 30 35 40 45 50 55 60 65 
Years of Age 

I B iu of Lal Stat 
20, 48 are single and 
married. Of the latter, 28 are 


Chart 1. At age 
48 have 
mothers. 


Working Life 
Patterns of 
Women 


STUART H. GARFINKLE, Div. of 


Manpower & Employment Statistics, 
U. S. Dept. of Labor 


ECAUSE of the increasing importance 
of women in the work force, the 


. 


of Labor 


Department of Labor's Bureau 
Statistics has made an inten- 
sive study of the patterns of working 
This study is of inter- 
likelihood 


of working outside the home at various 


life of women. 


est because it indicates the 
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e For many reasons, a postage meter Is 
becoming “must” equipment in branch 
offices these days. For convenience, 
for time and postage saving, for the 
lift it gives personnel in small offices. 
e Pitney-Bowes littlhe DM (desk model 
meter) is designed for offices with 
relatively little mail. Actually, | user in 
3 averages less than $1 daily for postage. 
e The DM makes mailing fast and 
easy eliminates lick-and-stick 
mailing, loose adhesive stamps and the 
stamp box. It prints postage for 

any kind of mail directly on the 

envelope, or on special gummed 

tape for parcel post. Prints your 

own small ad alongside 
the stamp, if you wish. 
Even has a moistener 
for sealing envelopes! 


PITNEY-BOWES 


o Postage Meter 


Offices in 107 cities 
in U.S. and Canada. 


Electric models for 
larger mailers 


e Set by the postoffice for the amount 
of postage required, your meter never 
runs out of stamp denominations. 
Postage in the meter is always safe 
from loss or damage; is accounted 
for automatically, uniform, 
company-wide postage control. 


gives 


e And metered mail, being already 
postmarked and _ canceled, often 
catches earlier mail trains and planes. 
e There's a model—hand or electric 
for every size office. Ask the nearest 
PB office to show you. Or send for 
free illustrated booklet. 
FREE: Handy desk or wall chart 


of Postal Rates, with parcel post map 
and zone finder. 


PITNEY-BOwEs, INC. 
3459 Pacific St., Stamford, Conn. 


Please send free —) booklet [1 Postal Rate 
Chart to 


Vame 


Address_ 


For More Information Circle No. 
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NEVER BEFORE SO SAFE, S0 
SURE A WAY T0 KEEP 
CONFIDENTIAL PAPERS — 


Keep your confidential papers 

and records from the prying eyes 

of unauthorized persons by 

quick, easy destruction right in 

your own office with the 

SHREDMASTER Bantam 10. Any- 

one can operate. Just drop papers 

in and unreadable shreds come 

out. Exclusive gravity feed pro- 

vides quicker shredding. Gives 

greater capacity by shredding 

= thicknesses of paper. 

4 andsome, modern design and 

YOUR PAPERS FF NB 4 clean, noise free operation suit- 

GO IN HERE. An able to any office. Yours at a new 
low price. 


FREE: Illustrated descriptive 
fold_r giving details of 10 Day 
Free Trial. Just write today to 
Room 1430, 
75 Varick Street, 
New York 13, N. Y. 
and ask for Circular 58. 

THE 


SHREDMASTER 


CORPORATION 
A Division of 
Self Winding Clock Company, Inc. 
Manufacturers of the Clipper 14, only heavier duty shredding machine suitable for office use. 
Sales and Service in principal cities in U.S. and Canada. 
For More Information Circle No. 231 
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Stages in a woman’s life. The study 
takes a group of 100 girl babies and, 
on the basis of the marriage, child- 
bearing and death rates for women at 
each age as of 1950, shows what would 
happen to these girls in each year of 
their lives. 

The findings with regard to life ex- 
pectancy are shown in chart 1. Out of 
100 girl babies born, 96 are still alive 
at age 14. Seventy-five are still alive at 
age 64. After age 65, death takes a 
rapidly increasing toll. 

Chart 1 also shows how many of the 
original 100 women are married and 
how many have children at each age. 
Of the original 100 girl babies, 48 have 
married by age 20 and 86 have mar- 
ried by age 30. The number of married 
women with pre-school children (under 
five years of age) rises rapidly from 
27 at age 20, to 50 at age 30, and then 
declines sharply. 

Charts 2 and 3 indicate how impor- 
OF 100 GIRL BABIES BORN ALIVE: 
Thousands 
aa 
so} 

45} 
40! 


Total Female 


35} “ Labor Force 


30 + 
Marital 
25+ 


Married, 
Husband Present 





Years of Age 

{ S. Dept. of Lab« Bureau of Lab Stat ‘ 
Chart 2. At age 20, 45 are working and 
32 of them are single. 


Tue Orrice—April, 1958 


If you have an 
offset duplicator 
...and a direct-print 
copying 
machine... 


you need 


EAGLE-A 


TRANSLUCENT 


BOND 


Here’s a master paper that’s a star 
performer two ways! Eagle-A Trans- 
lucent Bond gives you sharper copies 
when used as the master sheet with 
Bruning, Ozalid and other direct copy- 
ing machines. And it prints so well 
on offset duplicating equipment, you'll 
find it perfect for running printed 
forms — for use as masters in your 
copying work. Eagle-A Translucent 
Bond can also be used for preparing 
positive working offset plates. Com- 
pare its performance and low cost! 
Made by the manufacturers of Eagle-A 
Business Papers and available through 
Eagle-A distributors. 


> ™! 
| 


Clip this coupon to your letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. O 

Send FREE packet of Eagle-A Translucent 
Bond with printed samples and blank test 
sheets 


NAME 


TITLE — ASN 


For More Information Circle No. 435 





New Macey STITCH-A-FOLD 
gives you a ONE-GIRL BINDERY 


Cuts your company’s publication costs 
by binding 3,000 books per hour for 
only $1.25 per M 


Whether you send books out for binding, or do your own, here’s 
a sure way to cut costs to the bone...a way to make your com- 
pany printing activities look even better. 


The Macey Stitch-A-Fold is a brand new idea in bindery equip- 
ment. While it is an integral machine in itself, it really pays off 
when used in combination with your other equipment 


USE IT WITH YOUR MACEY COLLATOR 

With one girl operating both the Macey Collator and Stitch-A- 
Fold, you can turn out 3,000 books an hour for only $1.25 per M 
These can be any commercial size and can have as many as 64 
pages. The books will be correctly assembled, jogged to the head, 
saddle stitched flat and given the final fold...adl in a single 
sequence 


HERE’S HOW YOU SAVE 
1. Labor charges for 5 or 6 people 
2. Time on gang stitcher 
3. Two trims on cutter when handling single sheets 
4. Time on folding machine 
5. Several transfer operations 


GET FACTS NOW 
Write for complete information on the Macey Stitch-A-Fold 


We'll be glad, too, to set up a date for showing you a motion pic- 
ture of Stitch-A-Fold at work. 


| MACEY COMPANY 


 casenatnn 5350 West 130th Street, Cleveland 30, Ohio 
— Dept. O. 


For More Information Circle No. 235 
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OF 100 GIRL BABIES BORN ALIVE: 





sa ] 
All Ever Married | 


30} ~“ in Labor Force ] 


25 | 


With Children 
5 and Over 





* Never Mother sect eee 
SOOy x VY eK 
25 40 45 50 55 
Years of Age 
U. 8S. Dept. of Labor Labor Statistics 
Chart 3. By age 45, 27 of those who 
married are working and 21 of them have 
children of five and over. 





Bureau of 


tant marriage and children are in the 
working lives of women. The figures on 
women workers in these charts show 
a rise in employment up to about age 
20, when most women workers are 
single. After that, the numbers of wom- 


en working drop off a while, but they 
rise to a second peak at age 40, when 
most married women no longer have 
the responsibility of young children. At 
the first peak, 45 of the original 100 
are at work; and of these, 32 are single. 
At the second peak, there are 34 work- 
ing women of whom 28 have married 
and 20 are children 
have all reached school age. 

The work most 
begin at about age 17 or 18—at gradu- 
Although a 
high 
school and some go to college, most 
of them go to work. A job enables girls 
to support themselves and help their 
families, provides opportunities for so- 


mothers whose 


careers of women 


ation from high school. 


few marry immediately after 


cial contacts, and makes it possible for 
them to save money for future homes. 
In recent years young people have 


Help Reduce Sickness Absenteeism 


Increase Office 
Efficiency with 


OZIUM 


the Glycol-ized 
AIR 
FRESHENER 


OZIUM instantly sprays away smoke and unwanted 
odors. Freshened air always results in greater efficiency. 
OZIUM also reduces air-borne bacteria. Its regular use 
will help provide better health protection for your staff 


and lessen sickness absenteeism. 


ASK YOUR 
OFIICE SUPPLY DEALER 
FOR A DEMONSTRATION 


NEW No : 
Valve assures 500 Individual Measured Sprays. \ 
No. 3000 Dispenser provides 3,000 or more “King 


500 Patented Meter 


Size” Individual Measured Sprays for large areas. 


Manufactured by WOODLETS INC. 2048 Niagara St., Buffalo 7, N.Y. 


For More Information Circle No. 436 
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or faster microfilming... 
quicker reference 


New Recordak Reliant Microfilmer’s 
automatic feeder and Kodamatic In- 
dexing feature speed office routines! 
Save time microfilming! 
feeder handles up to 400 items per minute 


Precision 


. makes it all but impossible to *‘double 
feed” documents and miss pictures. 

Important, too—Kodamatic Indexing 
lets you code your records automatically 
right on the film. Just dial correct code 
number before you feed batch of items 
into Reliant. 

Save time viewing records! Unique 
code lines—recorded on film between doc- 
ument images—are easy to follow against 


a numbered scale on screen of film reader. 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 
originator of modern microfilming — 
now in its 30th year 


lhese lines lead you right to pictures you 


want! Take hunt and peck out of film 
relerence. 

Versatility, too! New Reliant can en- 
dorse checks automatically during micro- 
filming run. Gives choice of 3 reduction 
ratios, 3 recording methods. Will expose 2 
rolls of film simultaneously, one for refer- 
ence, the other for security file. 

Mail coupon for details. No obligation. 

**Recordak”’ is a trademar! 
+ + + + «© * MAIL COUPON TODAY +++ -+--- 
RECORDAK CORPORATION 
$15 Madison Avenue, New York 17, N. Y 


Gentlemen: Send me folder on new Recordak 


Reliant with Kodamatic Indexing LL-4 





Company 
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City State 
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ONLY 


$225 


Not one, but up to five copies of any 
written subject 8!” 


can be made on the Photostat Instant 


Copier in one minute. Clear copies are 


produced from one matrix on plain 
paper ready for immediate use. 

Using the exclusive Verifax process, 
no other office copying equipment is so 


versatile . . . and it’s so easy to operate. 


pnorost® 


x 14” or smaller, 


PHOTOSTAT 


INSTANT COMER 


in 
one 
minute 


Dollar for dollar. with all its advan- 
Photostat 


which occupies less than two square 


tages, the Instant Copier. 
feet of desk space, is your best buy in 
small photocopying equipment. Why 
pay more for photocopying equipment 
that offers less ? 

We will be pleased to send you com- 
plete details on the efficient money- and 


time-saving Photostat Instant Copier. 


PHOTOSTAT CORPORATION 
P. O. Box 1970-D * Rochester 3, New York 


For More Information Circle No. 206 
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found it easy to get jobs because of 
generally favorable economic condi- 
tions and the relatively small numbers 
who have reached working age each 
year. Young women just out of high 
school have also been able to find work 
more easily because a high proportion 
of women in their early twenties leave 
their jobs to marry and have children. 
One out of ten women in the age group 
20-24 leaves the work force each year 
because of marriage and the birth of 
children. Virtually no men in this age 
group leave the work force. 

By age 20, half of all girls are mar- 
ried and some drop out of the labor 
force, but a majority continue to work 
to supplement their husbands’ incomes 
and provide the extra money to estab- 
lish a household and prepare for the 
arrival of children. Nowadays, many 
girls marry men who are still in col- 
lege and continue to work until the 
husbands get their degrees. This pattern 
developed after World War II, when 
large numbers of veterans were in col- 
leges, and has continued. In 1956, about 
30% of all men attending college were 
married. 

The birth of children is by far the 
most important factor inducing women 
to stay at home. Most married women 
stop work when their first child ar- 
rives, and caring for young children 
continues to keep them in the home at 
least until the youngest child is in 
school. Even among women with pre- 
school-age children, however, as many 
as one in seven work. The reasons why 
women with young children work are 
usually related to low family income; 
their husbands are sick, unemployed, 
or have such low-paying jobs that they 
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CUT 


SRN 
WHEN 
WSIS \ 
Clutomate. your 
labei pasting with 


hing 


GLUERS 


. oe” 


Makes mailing and 
shipping faster, cleaner, cheaper. 


SAVE with lower cost, 
ungummed mailing 
labels—and get better 
appearance, neater 
mailings. 


Use in other places, too— 
for any labeling chore. 








TRUE PORTABILITY 
POSITIVE CONTROL * EASIEST CLEANING 
LOW COST + PAYS FOR ITSELF 





Ask for details. See your King dealer. 


King 


‘Sales and Engineering Co. 


441 Folsom Street, San Francisco-5 
For More Information Circle No. 271 








the KEY wz 


CHECK RECONCILEMENT 


MARGINSORT | 


CHECK SOLITAIRE 
TAKES HOURS! 


MARGINSORT 
TAKES MINUTES! 


CHECK SORTING SPEEDED UP 


MARGINSORT checks have been 
used extensively for many years, 
and are recognized as the most 
efficient and lowest cost means of 
eliminating the time consuming job 
of check sorting. 


Rr 
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EASY TO ADOPT 


MARGINSORT can be incorporated 
into your present record keeping and 
check reconcilement system without 
any change in existing design or office 
equipment. The savings in time and 
money will astound you. 


Send for complete information, samples, and name of 
your closest Forms and Systems Dealer. 


Gentlemen: 
Please send the full story on 
Stevenson & Smith's Marginsort. 


Company 
EEE aaa RD eee 


For More Information 


STEVENSON & SMITH, INC. 


ye eal 
Pe 


39 Lackawanna Place 
Bloomfield, New Jersey 


Circle No. 355 





“ °. w wan 


are unable to support their 
Among women with young 
low income is not the only 


children, 
explana- 
tion for working; some women have 
others take care of their babies in or- 
der to retain high-paying jobs. 


There is a tendency these 
marry young, to start having 


days ‘to 
children 

and 
about 


a year or two after marriage, to 
have children 
apart. Most women, therefore, 
younger when their families are 
completed and their youngest children 
in school than their moth- 
ers’ generation. Typically, the first child 
is born when the mother is 22, the sec- 
at 25, the third when the 
mother is 27. By their early thirties, 
women who have only two or three 


succeeding two 
years 
are 


are were 


ond and 


children no longer have responsibility 
for the care of pre-school age children 
and can return to paid employment. 
Those who go back to work after their 
youngest child is in school have been 
out of the labor force about eight to 
ten years, on the average. 

The proportion of employed women 
is more than twice as high among wom- 
en with children of school age as among 
women with Here 
the working are 
largely economic. addition to the 
usual pressures for raising living stand- 
ards, families frequently have a_ back- 
log of expenditures, during 
years when the children young. 
Furniture and automobiles need to be 
replaced, and homes bought when the 
families 


children. 
for 
In 


younger 


again, reasons 


deferred 


were 


were small are not large 


enough. 
As the children get older, expenses 
of running the home go up. Increas- 


ingly, families are planning to send their 
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Don’t do it the hard way 
- do it the PRONTO way! 


LOCATE YOUR RECORDS EASILY—No more fussing 
and fuming. With Pronto files your records are 
as active as your regular files 

BEAUTIFUL APPEARANCE—Finish in attractive 
olive green to match your regular office files 


STURDY CONSTRUCTION—Built of 275 Ib. tested 
corrugated fibre board... reinforced with steel 
on the shell and the four corners of the drawers 
as well 


SAVE FLOOR SPACE—Prontos are constructed to 
interlock into solid units and stack as high as 
the ceiling 


PRONTO 


STORAGE FILES 


Legal Size 


Letter Size 


$3.70 


At 


ze $2.50 


Prices slightly higher 
in Texas, Colorado 
West of the Rockies and 
utside the USA 


PRONTO FILE CORPORATION 
415 MADISON AVENUE, NEW YORK 17, N.Y. 


For More Information Circle No. 269 
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HERE’S THE ANSWER 
TO YOUR 


PAPER HANDLING 
PROBLEMS 








NEW 


CHALLENGE 


PORTABLE 
STOCK 
RACKS 


These modern units 
provide an easy, 
space-saving, time- 
saving means of 
handling various 
small jobs and mov- 
ing them between 
operations. Simply 
load stock on any 
or all of 16 remov- 
able shelves —two 
to each level. Rub- 
ber casters permit 
easy movement. 
Stock racks provide 
30 to 40 sq. ft. 
storage space in 
just a few square 
feet of floor space. 





~ 


Available in two sizes. 
Price f.0.b. factory 


Model A 


20” x 27” $75.75 


Model B 


22” x 34” $89.75 





The CHALLENGE MACHINERY Co. 


Dept. O-4 
GRAND HAVEN, MICHIGAN 


For More Information Circle No. 273 
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children to college and many build up 
funds for this purpose by having the 
wife take a job. In addition, women 
often go to work to pay for emergency 
expenses, such as hospital and dental 
bills, and to make up for losses in in- 
come when their husbands become ill. 
Many women go to work to be more 
fully occupied and obtain the compan- 
ionship that most jobs offer. Relativels 
few women over age 45 still have chil- 
dren who are under 5 years of age and 
they are therefore in a better position 
to take jobs: 36° of women at age 45 
are at work—the same proportion as 
for women of 25. 
about 45, 
more women become widows and some 
must go to Almost one out of 
every five married women between 45 
and 54 sep- 
arated from her husband, and well over 
half of 
Although most girls expect, quite cor- 


Beginning at more and 


work. 


is widowed, divorced or 


these women work. 


rectly, that they will marry and have 
children, the fact remains that one out 
of ten women will not marry. Single 
their 
girl who remains single and 
work career at 20 will prob- 
ably continue to work about 40 years 


women generally work most of 
lives. A 


begins a 


almost as long as men of the same age. 
Those who are not married by age 35 
are likely to remain single. They will 
probably work an additional 27 years. 
have no chil- 


Girls who marry but 


dren (about one out of ten married 
women) are also likely to work a long 
time. A woman 


without children can expect to work 31 


20-year-old married 


vears if she remains childless—some 


nine years less than a single woman. By 
age 35, most childless married women 
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FOR BOTH 
MACHINES 


SO EASY, SO SMART, SO QUICK! Two simple operations com- 
plete a PLASTICO BINDING in minutes! Precision machines 
guarantee professional results. And these easy-to-operate ma- 
chines cost so little they soon pay for themselves — save you 
money from then on in. A few copies or thousands .. . catalogs, 
brochures, manuals, financial reports, price lists and many other 
items are all easily bound for a jong life of handsome service, 


You'll be delighted with the way sleek, colorful PLASTICO 
BINDING enriches and modernizes. The way pages open flat 
easily . . . provide unbroken doubly-impressive spreads . . . turn 
smoothly no matter how thick your book. In a wide variety of 
rich colors, PLASTICO BINDINGS “spark” the simplest cover 
treatment with dignity and prestige. Get the details today! 


eS Se ee ae enna eee a Sleeping PLAsy | 
PLASTIC BINDING CORPORATION — << 
Dept. O 732 Sherman St., Chicago, 5 Hlinoit 


Please rush FREE MANUAL giving me “full information o' out 
the new PLASTICO Hand-Operated Punching and Bi).uine 
Units, 


PLASTIC BINDING CORPORATION [Rita Tito —_ 


Origina astic Binding in America Firm 





732 Sherman St. 15 W. 24th St. Address 
Chicago §, Ill New York 10, N. Y 





* 





SETTER 





QUALITY THAT STANDS OUT 
At A Cost You Hardly Notice 
WESTON Cotton Fiber BOND 


A distinctive letterhead is an asset in any 
business. In WeEsToN BoNpb, you get cun- 
spicuous quality at a price that adds little 
or nothing to your correspondence costs. 
Made better with cotton fiber, WesTON 
Bonp has extra character and impressive- 
ness, beauty of finish, sparkling bright- 
ness and rugged durability. Your printer 


has it in white, colors, white opaque, 
litho finish and envelopes to match. Ask 
him to use it on your next letterhead... 
or write for a sample book and make 
your own comparison. Address Dept. OF. 


BYRON WESTON COMPANY 
DALTON, MASSACHUSETTS 


Makers of Papers for Business Records Since 1863 


WESTON BOND 


Cotton Fiber Quality Letterhead Paper 


For More Information Circle No. 268 
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are likely to remain childless and they 
can expect to work about 20 years- 
some seven years less than single wom- 
en of the same age. The shorter work 
life of the married women is undoubt- 
edly due to the fact that single women 
as a group are subject to more severe 
economic pressures than married ones. 
For example, married women are often 
able to stop work when minor disabili- 
ties occur or when they no longer feel 
like working, whereas single women 
must go on working to support them- 
selves. 
Married 
far the largest group 
ably shorter work-life expectancy than 


with children—by 


have a consider- 


women 


THE 


ROL-RACK 


FIVE FEET OF 
SHELF SPACE 
Used By 
Thousands of 
Industries, Schools, 
Libraries, etc. 
U. S. Govt. 

STURDY & DURABLE 
Choice selected 114,” 
maple. Sloping shelves 
angled for title reading, 
doweled and bolted to 
assure durability. Side- 
riveted swivel casters by 
Bassick with resilient rub- 
ber tires. Rolls smvothly 
with a full load. 


Walnut Finish or 
Natural Wood Finish 
32” long, 13” deep, 


31” high. 
14” between shelves 


CATSKILL CRAFTSMEN, INC — 


|2 West 45th St., New York 36, N.Y. 





$ 4950 


either single women or childless mar- 
ried women. If a girl begins a work 
career at 18, she can reasonably ex- 
pect to work for about four years— 
until she is married and her first child 
is born. If she resumes a work career 
at 30, after her youngest child is in 
school (and almost a third of all moth- 
ers with children of school age work), 
she will probably be employed another 
23 years. All this adds up to a total 
expected working life of 27 years— 
some 15 years less than for single wom- 
en and 18 years less than for men, but 
substantial period 
representing two-fifths of the 
average woman’s total life expectancy. 


nevertheless a 
about 


very 


ATTENTION 
It's here—a mobile office | 
unit—New, Functional. | 
o o o It rolls 0 0 o 


F.O.B. Factory 
Stamford, N. Y. 
Weight 49 Lbs. 


A Subsidiary of The Grolier # 


Society, Inc. Publishers of The 


Book of Knowledge and 
_Encyclopedia Americana. 


For More Information Circle No. 272 
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New Phone Amplifier Frees BOTH Hands 


TEL-O-MASTER 


Amplifies INCOMING message for indi- 
vidual or group use 


COMPLETELY portable 

NO INSTALLATION required 
egg ee I = t aad ie 

e ONLY $49 I Date de 

Dealerships Available Now 


FISHER vest “To, Pato atte. cant 











For More Information Circle No. 348 





17 PAYS T0 KNOW... 


how much your 


machines ACTUALLY 


are producing 





CON-TROL-EAR CM-X 

TIME TELLER measures 

just the actual pro- 

ductive time of any 

office machine... 

typewriter and small 

calculator to large 

computer. Non-pro- 

ductive time 

automatically erased. 

Compact, precision 

built. No electrician required to connect... 
Con-Trol-Ear Pick Up simply tapes onto 
machine to be measured. Remote location 
possible. $100.00. Write for full information. 


The MOSES ELECTRONICS Co. 


330 LOCUST STREET, P.O. BOX 58 
HARTFORD _1, CONNECTICUT 





For More Information Circle No. 350 


MOTION AND TIME STUDY by Ralph 
M. Barnes. John Wiley & Sons, 440 
Fourth Ave., New York 16, 677 pp., $9.25. 


This is the fourth edition of what has 
become a standard work on time and mo- 
tion study, comparatively little of which 
today to measure Office 
work. Dr. Barnes’ book reflects this in 
that practically all his examples are re 
lated to factory work. While good systems 
analysis gets similar results in offices, even 
though the mechanics of time and motion 
study are not evident, we will have to 
adapt production measurement principles 
to office work if the ratio of clerical work- 
ers to factory workers continues to rise. 
When you reach that conclusion, you will 
find this book basic reading. 


is being done 


MANUFACTURERS’ AGENTS GUIDE. 
Manufacturers’ Agent Publishing Co., 505 
Fifth Ave., New York 17, 150 pp., $10. 
Lists more than 10,000 manufacturers 

who distribute through 
by industry. This is first revision of this 
guide in two years. It includes products, 
estimated credit rating, names and titles 
of sales executives. In addition, there are 
suggested commission scales for various 
products, typical manufacturer-agent con: 
tract data on agent opera 
tions 


agents, classified 


clauses and 


15 MAJOR CURRENT TAX PROBLEMS 
ANALYZED. Journal of Taxation, 147 
East 50th St.. New York 22, 257 pp., 
$4.95. 

The proceedings of the 4th Annual Tax 
Institute held by the Texas Society of 
CPAs and the University of Houston. 
Each problem jis one currently causing 
trouble to lawyers and accountants. A 
number of the papers deal with tax con- 
sequences (and advantages) of oil, gas and 
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for 
balanced 
performance 


’ When production slows down and work 

output is decreased .. . it’s high time. 

to consider ATLANTIC PAPERS for the* 
balanced performance you deserve. ° 

Whatever your duplicating equipment - 

ipay be — there’s a specific ATLANTIC 

PAPER to enable you to deliver a 

top-quality, top-speed job —- much 

more easily. To select the right paper 

... consult your nearest Franchised 

EASTERN Merchant. He'll gladly guide 

you and provide free sample packets. 

Vile Mm comiciioMh celtimme)s.—e:lcele wm aliagel im 

$ ones ; ask ‘for a free copy of the EASTERN 
Atlantic K EE: comprehensive instruction book for 
1958, “Introduction to Office 

Duplicating and Printing”. You'll 

find it inforthative and profitable. 


ATLANTIC BOND - ATLANTIC DUPLICATOR - ATLANTIC MIMEO - ATLANTIC OFFSET - ATLANTIC OPAQUE 


Atiantic Papers 


TERN CORPORATION, BANGOR 


“ AT BANGOR AN N N, MAINE « SA FFICES. NEW YORK. B NCH 


For More Information Circle No. 244 
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Look at this! 


} nath at 
renain < 


PLANAX is the DO-IT-YOURSELF Binding 
System for every duplicating department f 
perfect binding of brochures, prospectuses, 
catalogues, price lists, form sets, pad block 


documents, f les, etc 


AGENTS WANTED FOR U.S.A. 
Write for deta r visit DRUPA Exhibition 1958 
at Dusseldorf, Western Germany, Hall F 3, Stand 
No. 1221/1223. 


PLANATOLWERK W. HESSELMANN, ROSENHEIM, WESTERN GERMANY 


For More Information Circle No. 234 
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other natural resources. Other subjects 
covered are estate planning, deductions for 
travel and entertainment and other ex- 
penses, getting money out of closely held 
corporations, and special problems in re- 
organizing the closed corporation. 
JOB EVALUATION & PERFORMANCE 
REVIEW FOR SALARY ADMINIS- 
FRATION. National Assn. of Bank Audi- 
tors & Controllers, 38 S. Dearborn St., 
Chicago 3, $4. 
Prepared to aid bankers develop formal 
salary administration programs for salar- 


ry 


SOUND ENGINEERING BY C-cte » ACOUSTINET 


Beautiful, comfortable, efficient. . 


ied, non-officer jobs. Discusses job descrip- 
tions, ratings, classes, salary ranges and 
increases, and merit rating. Includes sam- 
ple job description work sheets and em 
ployee performance reports for bank jobs. 


TABLES OF WORKING LIFE’ FOR 
WOMEN, 1950. Government Printing Of- 
fice, Washington 25, D.C., 33 pp., 30 cents. 


A comprehensive analysis of the length 
and pattern of working life of women 
First published in 1957. Ask for Catalog 
No. L2.3:1204. 


INTRODUCING 
THE NEW 


Cates 


P Veto] Sh-wal, ies 


. the ultimate in acoustical cabinets 


for blanketing out harsh noises from office machines. The new Gates 
Acoustinets are made of Tempered Duolux Masonite on African 
mahogany frames, with soft QUIETEX acoustical material 21” thick. 
Adjustable legs, removable top, painted with the finest Duco lacquer. 


May we tell you more about them? 


Write for details. Give machines, makes, models you use and measurements. 


Rem JUSTINE | 


504 AMERICAN STANDARD BUILDING, 


© 1958 
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1 rar ; 
WSTOP GROPING 


. FOR THE 


“ 
a 


TO CLEANER, 
FASTER, SHARPER 
STENCIL CUTTING 


* No Static, > 
No Chop Outs » ‘ 
No Eye Strain 
No Type Cleaning**"° 


No Ragged Tracings _ we 


No Mess...just press the patented 
Red Dot to seal the film... it’s fast, 
no sticky fingers, no gummy files. > - 





For More Information Circle No. 210 
THe Orrice—April, 1958 








what confidential information is 
leaking out about your... .. -. ccconps 


ls your important company information confiden- PRODUCTION METHODS 
tial . . . or common knowledge? NEW IDEAS 
LEAKS from trash barrels and inadequate PERSONNEL RECORDS 


incinerators can reveal more to competition than 

a wire tap to a board of directors’ meeting. PAYROLL RECORDS 
SILENT GLOW’'S CONFIDENTIAL PAPER DE- PROSPECT LISTS 

STROYER is positive protection against internal 

and external secret-snatching. 


Complete destruction of material to snow- 
white ash... no auxiliary fuel required ... 
complete on-the-premises security ... bulk 
loading . . . easy indoor or outdoor 
installation. 

The matchless superiority of this unit has 
led to its installation around the world . . . 
in banks, atomic energy plants, military 
stations, foreign embassies, and security- 
wise companies. 

Write for complete information. 


Sy B 


UNSAFE UNSURE UNMATCHED 


For More Information Circle No. 258 
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NEW CLASSIC 
READY-MASTER 


NO EDGES 
NO DYE 
NO STAINS 


iicniies als i tt ta 


Clean White Border Eliminates Dyed Edges 


Dyed edges of the master—long the biggest source of stains, smears 
and annoyance in spirit duplicating — have been eliminated by 
Columbia’s new Classic Ready-Master Unit. 

The hectograph coating of the new Classic Ready- Master is sealed 
off short of the edges—leaving a clean, dye-free border to handle. 
There’s no dye to rub off, stain and travel from tupewriter to duplicator 
to files, either. Everybody and everything connected with your spirit 
duplicating stays cleaner with new Classic Ready-Master Units! 

For free sample write, using company letterhead: Columbia 
Ribbon & Carbon Mfg. Co., Inc. 

864 Herb Hill Road, Glen Cove, N.Y. 


READY. 


CLASSIC READY-MASTER BY ime 


COLUMBIA RIBBON & CARBON MFG. CO., INC., GLEN COVE, N.Y 
COLUMBIA RIBBON & CARBON PACIFIC, INC., DUARTE. CALIF 





For More Information Circle No. 286 
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R.C. Allen By \).onatre 


ADD 
DISTINCTION 
TO YOUR 
LETTERS 


select your own type mhy Wver oe DN 


from R. C. Allen’s 35 styles 





Every letter you write can express individuality at a glance! | 
Equip your secretary with an R. C. Allen VisOmatic Typewriter 
with your choice of 35 type styles. Your letters will identify you 
Tilt -te leh (-1\ ee S (0 ale MMOL Me lilolive me! |Melil-1atmm lel loMeliflel-Me|-lolels 
with any of 21 modern color combinations. Call your local el Tol ig 
foam cele le AWE ola-1i-1aa-Te| npewiives ..R. C. Allen. full color folder 


and type style selector free on request. 


R.C. Allen Business Machines, Inc. 


668 FRONT AVE., N. W., GRAND RAPIDS, MICHIGAN 


Adding Machines + Analysis and Bookkeeping Machines +, Cash Registers* - 
BOs) deh ie eT 8 te tale dl | 1-0 @F- lg lola ot- lol lat Vale Ml adie) olelal_far-Vi dela ta a lal-t eat laal-lane) 


For More Information Circle No. 198 
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Studies show valuable selling time lost 
with old-fashioned order forms. You 
can gain back this time by using 
Baltimore’s Blue Ink Standard Handy- 
set Forms. One writing gives up to six 
clean copies, suitably marked for bill- 
ing, invoicing, posting, etc. Pre-inter- 
leaved one-time carbons snap out 
quickly and easily . . . end fumbling 
and mess. 

Completely Reproducible 

on Thermo-Fax® Machines 
Special inks and carbons. . . standard 
on these forms at no extra cost... 
make every page of BIS Handysets 
completely reproducible on the popu- 


Bl Handyset Ft rms Give You 


LING TIME 


lar Thermo-Fax Copying Machine. No 
premium price, no special runs. BIS 
Handysets are lower in price, with up 
to 50% faster delivery to you. 

Free Samples and 

Recommendations 
This form may answer your problems, 
or another form from Baltimore’s 
complete line may save you time and 
money. For capable and experienced 
systems planning, call your Baltimore 
Business Forms representative listed 
in the yellow pages under Sales Books 
or Business Forms. Or, write to: THE 
BALTIMORE BusINEss Forms Co., 3144 
Frederick Avenue, Baltimore 29, Md. 


Baltimore Business Forms 


(Division of THE BALTIMORE SALESBOOK COMPANY) 


Saving time and reducing costs in business and industry 


For More Information Circle No. 448 


THE OFFICE 
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PRODUCTION Engineered by 
PURCHASING DIEBOLD 


TAB CARD Styled by Raymond 
MASTER DECK 


CROSS INDEX 
NOW... 


PAYROLL STOCK 
CONTROL 
PERSONNEL an 


ADDRESSING 
PLATES 


SALES 


loewy Associates 
CREDIT 


CUSTOMER 
PLANT & 


EQUIPMENT 


in the world’s newest mechanized 
ROTARY FILES 


- by DIEBOLD 





For automating the handling of active records... investigate 
the unprecedented posting and referring advantages intro- 
duced by the new Diebold mechanized Rotary Files. They 

accommodate existing records on any grade of card or paper 
ee es phn god ane stock . . . eliminate punching and transcribing . . . save 
working level up to 50% in time and space costs. There are 26 models of 
> Diebold Mechanized Files for meeting all requirements in 
record sizes, volume and activity. Note how extra knee room 
is provided by swept-back design. Write today for descriptive 
literature on the world’s newest and finest mechanized 


Rotary Files. DIEBOLD, INC., CANTON, OHIO. 


ing. No guiding area lost to clear | >) ! E BS © LL | >) 


eee OFFICE EQUIPMENT 


N-578-DI 





Diebold, Inc., Dept. OE- 124 Canton, Ohio 
Please send complete details about your new Rotary 
Dial-A-File Files for our records. 
Firm 

Individual 


Street 
Optional 2-way controls speed 
records into working position. 
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TRIAD * 
BOND PAPER 
MIMEOGRAPH PAPER 
OFFSET DUPLICATOR PAPER 


These Groveton papers were developed especially for office 
duplicating machines. Their distinctive qualities will produce 
better looking communications — sharp, clean reproduction 
of typewriting, hand lettering, line drawing and hand writing. 
This is why: 

smooth, lint-free finish... unusual opacity... 

prevents clogging of stencils, has minimum “show through” 
fuzzy reproduction; increases even in the lighter weights. 
length of runs. 

high strength... 


will stand up under ordinary 
pamphlet and report binding. 


good absorption... 
takes up ink and spirit colors fast 
enough to eliminate offset. 


bright colors... moisture-proof wrapped... 
more pleasing to the eye; adds prevents curling; makes for easy 
variety; increases readers. handling; saves time. 

precision cut at mill, four sides... 

eliminates re-adjusting machine when 

reloading; assures smooth, single-sheet 

feeding of paper. 


*Ask your supplier for Triad ...a Watermarked, No. 1 —Sulphite grade 


© Groveton Papers Company 
Groveton, New Hampshire 
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The all-automatic 
really does a job 


If you use or make copies of anything from 
office correspondence to legal documents, 
from photos to blueprints, from memos to 
contracts, you'll be excited, too, when you 
see what the Dri-Stat ‘200’ can do. For 
example: 


e It copies anything written, printed or drawn 
—at pennies per copy. 


The copies are clear, sharp, black and 
white, with no muddy in-betweens—some- 
thing you would expect with any photo- 
copyer, but don’t always find. 


Works in normal office light. 


FREG.....» 


Ask for this informative, un- 
biased fact-folder, “Office 
Copy Machines and How to 
Choose the One to Suit Your 
Needs.” 


Name 
Company 
Street 


City 


Dri-Stat ‘200’ 


e Copies papers up to 9” wide, in any length. 
e Eliminates proofreading. 


e Can be used by anyone, with less than 
3 minutes’ instruction. 


e Pays for itself in time saved! 


The proof of the pudding is in the eating. 
We’ll stand behind our claims with an actual, 
no-obligation demonstration. Ask to see the 
Dri-Stat ‘200’ before you decide on any 
machine. 


AUTO-FEED, an exclusive, automatic paper 
feed is optional. Dri-Stat ‘200’ with Auto- 
Feed is $245. Also available is the Dri-Stat 
‘400’ which copies materials up to 14” wide. 


DRI-STAT DIVISION 

Peerless Photo Products, Inc 
Shoreham, N. Y 

Please send me your FREE folder, “Office 0-4 
Copy Machines and How to Choose the 

One to Suit Your Needs 


I'd like to see ao FREE Demonstration 


Zone State 
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With the Justowriter, automatic tape-operated composing machine, 

all printing on offset duplicators in your office can be professional 

looking, with justified margins, accurate, easy to read... ata 

tremendous saving in cost over typewriter or hot metal composition. Veo Justowrier 
Any printing or duplicating job, large or small . . . can be set on ere se 
direct image plates or reproduction proof paper from the Justowriter’s Booklets 
punched paper tape. Manuals 


Catalogs 
One keyboarding on the Justowriter Recorder produces a visible Newspapers 


copy and a punched tape. This tape operatesthe Justowriter Reproducer Directories 

to set sharp, justified proofs automatically at 100 words per minute. House Organs 

Author’s alterations or corrections are easily made by making a tape Literature 

from a tape . . . automatically. Fourteen different type styles are Bulletins 

available in sizes from 8 to 14 point. Price Lists 

Direct Mail 
Hundreds of companies are now saving upto 80% of their composition 

costs with the Friden Justowriter. It will save for your company too ¢ _ 

on ee . . Rag 
. On every word, every job. Write today for actual cost saving facts. f ck 
@Friden Cres!” 


es New World 


For Busine®* 


The above copy was set on the Justowriter in 10 point book type. 


FRIDEN, INC. 


COMMERCIAL CONTROLS CORPORATION, SUBSIDIARY 
DEPT. 0-458, SAN LEANDRO, CALIFORNIA 


SACES AND SERVICE THROUGHOUT WORLD 
For More Information Circle No. 233 
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“He told the boss how much he can 
save with 3M PLATES!” 


BRAND 


“Large, unbroken solid areas were a headache for us— 
especially if the job included reverses and fine line work. ‘What 
we need,’ I stated to the boss, ‘is perfectly-smooth 3M Plates.’ 
Solids come through perfect on 3M Plates because they are 
chemically water receptive. They desensitize easier, cleaner. Less 
ink and water are needed. Ink emulsification problems are ended! 
The boss said, ‘Try ’em!’ We did . . . and we're sold on 3M 
Plates for solids and every job in the shop.” 


3M Photo Offset Plates 


BRAND 
Makers of 3M Brand Dampening Rollers and Sleeves, 
tim —<S 3M Brand P@itive Acting Plates, 3M Brand Photo 
Miinmesora (3M ) Offset Chemicals, 3M Brand Makeready, 3M Brand 
Plate Treating, Spherekote Tympan Covers, Blankets 
Miiaine ano and Drawsheets and Frisk! Paper 


Manvracrurine COMPANY "3M" is a registered trademark of Minnesota Mining 

and Manufacturing Company, Saint Paul 6, Minnesota. 
General Export: 99 Park Avenue, New York 16, New 
ooo WHERE RESEARCH 16 THE KEY TO TOMORROW York. In Canada: P. O. Box 757, London, Ontario. 
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The Famous 


. ACCO 
“PUNCHES 


No’s. 10 and 110 


Seis is in fashion! And you'll 
find new eye appeal, new style attrac- 
tion, in these famous Acco products. 
We've dressed the already-most-popu- 
lar Acco Punches #10 and #110 in 
your choice of five colors in addition 


to the standard gray finish. 


Every office needs at least one Acco 

Punch and now you may suit your 
color fancy, match your decorative scheme, or identify each punch with 
its proper desk location by selecting from Fireman Red, Pastel Blue, 
Pastel Green, Frost Green (Mist 


Green), Frost Tan (Desert Tan). 


Ask your stationer to show you these 
top) quality, versatile, colorful new 
Acco Punches now—or if he hasn’t 
yet secured a color assortment, write 
us his name and we'll see that you are 


supplied. 


ACCOBIND folders ACCO clamps 
ACCOPRESS binders ACCO punches 
PIN-PRONG binders THE ACCOWAY SYSTEM 


(for marginal multiple punched forms) (for filing Blueprints and all large sheets) 


ACCO PRODUCTS 
A Division of NATSER Corporation 
Ogdensburg, New York 


In Canada: Acco Canadian Co., Ltd... Toronto 
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IT’S THE CROSS BETWEEN 


today’s most 


efficient and economical 
The Venus Velvet ball PEN «cil is 
today’s number one writing tool. 
Combines best features of pencil and 
pen « light ‘‘feel” of a pencil « finest 
ball mechanism «+ writes on any 


VENUS ; 
velvet 
ball PEN: cil® 


cecil Regslar 


Ne 


ball PEN 


VENUS VELVET + 








THE PEN AND THE PENCIL 


writing tool for the office 


normal surface « ink supply lasts 
longer « Nothing to twist, turn. Five 
styles for every writing job. 29c—39c 
each. Less by the dozen. Order from 
your stationer. 


| MAIL THIS FREE TRIAL COUPON 





| Venus Pen & Pencil Corp., Hoboken, N. J. O-4-58 
Please send a Venus Velvet ball PEN: cil 

| sample to me at no obligation. 

Name.. 


| Company Name 


| Address 
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What happens when... Y2 and 4 people” are born? 


Scene: An American Business office. cost of installation. But Modern Man 
agement sees the tallacy of this reac 


Systems and procedures people today aa : 
tionary reasoning. They recognize that 
any more efficient machine or system 


} 


can, and does, result in a net saving 


recognize a growing phenomenon in the 
American business office. It is a problem 
of their own creation prompted by the 
desire for more efficient operation. It is Suggestion: If you would like to create 
the problem of “14 and 14 people some “l4 and 14 people” in your com- 
pany, investigate Traveletter® 


Action: A new costly computer is instal ie, sa 
1 Here's what The Traveletter System does: 


led (Releasing many “!/ and 14 people 
from their usual work 1. Eliminates preparation and mailing of expense 
ev igs : checks. 


Reaction: Old-Fashioned Management 2 oe expense report procedure 
| ; . Go. ; Ne } 3 implifies banking procedures 
thinks in terms of firing these release: 4. Substantiates travelers’ reports for 1.R.S. 


'l4 and people to justify the purposes. 


Traveletter 


The Modern System for handling 
Sales Expenses . . Since 1894 


De ipitve bre r n Re 


TRAVELETTER CORPORATION GREENWICH 3, CONNECTICUT 
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Carbon Papers « Inked Ribbons * Carbon Paper Ribbons * Carbon Copy Sets «+ Spirit 
Carbons * Master Units ¢ Printed Master Sets «© Duplicating Supplies © Copyholders 


ee 


\ee 7 Gama Wen - “_— 
an ee et \ = a 


BT 


EXPERIENCE 


that can be acquired only through 
sixty-three years of uninterrupted 
quality production. ..now combin- 
ed with the most modern merchan- 
dising and packaging methods. 


DEPENDABILITY 


of products and service .. . man- 
ufactured and supplied by one 
of the few remaining owner-. 
managed corporations in the 
ribbon and carbon industry. 


CURTIS-YOUNG CORPORATION 


DUPLICATING PRODUCTS THAT 110 West 18th Street, New York 11], New York « ORegon 5-3636 
REFLECT YOUR GOOD JUDGEMENT U.S. CARBON & RIBBON MANUFACTURING CO., INC. 


621 Cherry Street, Philadelphio 6, Po. * WAlnut 2-1416 
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How to tell a 
=|, “Better Mouse Trap 





from a 
" Profit Trap 


Count BOTH and 1,001 
Other Items with 


VARY-TALLY 


Compactly set up on stands in tiers, the Vary-Tally 
can be supplied in any of 66 combinations, 
wp to 6 banks high and 12 units wide with o 


minimum of 2 units wide. Also single units 





Multiple-Unit Reset Counter 


To know WHICH products, styles, sizes or fla- 
vors are “hot” and WHICH are dragging their 
feet COUNT! Whether you are a manufac- 
turer or merchant, distributor or dealer — Vary- 
Tallies can tell you quickly How Many of What, 
Where and When Now as against Last Year, 
Last Month or Yesterday. Traffic engineers, esti- 
mators, laboratories, warehouses, offices, restau- 
rants, mail and phone order departments, payroll 
people and many others find keeping score is no 





@ Easily Readable 

from Any Angie 

Bold figures Always 

Centered in Window 
No Glare 


@ Easily Portable 


@ All Parts Corrosior 
Resistant 


@ Separate Counting 


Units Can be Rotated 
like Tires on a Car, to 
Distribute Wear 
Evenly 


@ Individual Tag 
Above Each Counter 
Window Not Strip 


Tabs 


@ Veeder-Root Qual 
ity in Every Part 








chore with a Vary-Tally. What do you want 4% ®) 
VEEDER-ROOT INC. 


to count? Write for news sheet and prices. 
HARTFORD 2, CONNECTICUT 


Chicago 6, Ill. ¢ New York 19. N.Y. ¢ Greenville, S.C. © Montreal 2, Canada 
Offices and Agents in Other Principal Cities 
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< omptometer 


Commander 


“Makes Dictation Easy as Talking 
to an Old Friend” 


* Dictate 

*® Listen 
Unlimited Review 
Erase unwanted words 


Mark end of letter 


electronically 
All controls are in the 


paim of your hand... 
with UNIMATIC 
REMOTE CONTROL Lifetime belt—never wears out 
MICROPHONE 


Use same machine for 
dictation, transcription 


Try it FREE in your office 


Through electronic magic the portable Comptometer there's r eed for time-wasting, error-breeding pre-editing 
COMMANDER puts perfect letters on your desk in half the time, 
because it automatically erases unwanted words and phrases 
as you redictate your message. You hand your secretary 


Best of all, the Comptometer COMMANDER ac tually pays for 
itself over and over. The mailable Lifetime guaranteed Erase 
O-Matic belt wipes clean, electronically, in a second, re ady 
for re-use thousands of times. No recurring cost for belts 
discs, or cylinders 


perfect dictation every time. Yet, dictation is as easy as 
talking to an old friend because ALL controls are in the palm 
of your hand 

Learn how easy dictation can be—how anyone can turn out a 
The same machine serves as a transcriber t's as easy to far greater volume of perfect letters easier, faster! Want 
transcribe as to listen, because, with perfect dictation proof? Mail the coupon! 


Comptometer Corporation 
1724 N. Paulina St., Chicago 22 
In Can.: Canadian Comptometer, 
Ltd.,1375 Yonge St., Toronto, Ont. 
© Arrange a FREE office trial for me on: 
© Send me literature on 

© Comptometer COMMANDER 

CO COMPTOMETER 

© Comptometer COMPTOGRAPH “220-M’ 


Name. 





Firm 





NEW Customatic COMPTOMETER Comptometer COMPTOGRAPH “220M” 
World re now with new multiplication key — more Address 


fastest way to figu 
faster than ever. Try it FREE on your own f 





eatures than any other 10-key fisting 
machine. Try it FREE. Use coupon City__Jone__ State. 


work. Mail coup 
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The right envelopes in the right size — 
and right at hand—will help you speed 
operations and reduce costs in mailings, 
business systems and packaging. 

This new envelope selector chart shows 
70 U.S.E. envelopes, and lists standard 
sizes for each style. It will give you some 
good ideas! . . . for example, snap-fastener 
envelopes for intra-office communication; 
large, husky ‘‘Flat Mailers’? that signal 
**First Class” or ‘Air Mail’’ in every post 
office; ‘‘Outlook®’’ window envelopes 
that say ““Thank You”... . For a free 
copy of this Envelope Selector Chart pin 


this ad to your letterhead. 


“You get the idea, George? 


When a man wants to 
select the right envelope 
in the right size, he 

% looks in this chart and 
there it is!” 





UNITED STATES ENVELOPE BOSS 


Springfield 2, Massachusetts . . . 15 Divisions from Coast to Coast. 

U.S.E. makes more envelopes for more people to use in more 
ISi > 4 ways than any other manufecturer in the world. Also Paper Cups, 
a, Transparent Containers and Linweave Quality Papers and Envelopes, 
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Philip H. Reed 
(center) of East- 
man Kodak Co., 
presented Mrs. 
Joseph H. Steer 
with the first prize 
of a two-week all- 
expense trip to 
Miami and a Ko- 
dak Movie Cam- 
era and Projector, 
in the Kodak Ver- 
ifax Copier con- 
test. John C. Lay- 
ton (left) is Mrs. 
Steer’s boss at 
Cooper - Trent, 
Arlington, Va. The 
contest attracted 
23,000 entries. 
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Safe experts of Diebold, Inc., were called upon 
to open an 1800-Ilb. money chest which had 
been treated with nitroglycerine during an at- 
tempted weekend burglary of an Akron, Ohio, 
grocery. After pouring alcohol into the burg- 
lars’ drill holes, the chest was taken under a 
sheriff and army escort to a vacant field out- 
side Canton where Diebold’s service men cau- 
tiously opened it and recovered $10,000 in nitro- 
soaked currency. 





New Computer 


Ihe new Datamatic 1000 computer sys- 
tem at Michigan Blue Cross—Blue Shield, 
Detroit, will be used two hours a day to 
search their 1,400,000 records and bring 
25,000 of them up to date. During the 
remainder of the work day, the system 
will be used for billing operations and 
for compilation of statistics, according to 
William S. McNary, executive vice presi- 
dent of Michigan Hospital Service. 


Shari Weber, 4, a Michigan Blue Cross— 
Blue Shield subscriber, is shown the mag- 
netic tape which contains her vital statis- 
tics. All personal data on 312 million 
subscribers is stored on 20 reels of the 
3” tape. 





An overall view of Michigan Hospital Service’s computer system, leased from the 
Datamatic division of Minneapolis-Honeywell Regulator Co. for $37,000 a month. 


THE OFFict {pril, 1958 





in Detroit Office 


The Datamatic system can simultane- 
ously read and write on tape at the rate 
of 60,000 decimal digits a second while 
solving 1000 multiplication problems or 
4000 additions or 5000 comparisons. It 
can print at the rate of 900 lines a minute. 
Robert J. Koch, director of the office 
management division at Michigan Hos- 
pital Service, said all subscribers’ records 
are now stored in a cabinet less than six 
feet square. 











Little Shari Weber studies one 
Michigan Hospital Service. 
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Billie Boine holds a small piece of 31- 
channel magnetic tape which can store all 
the data contained in a four-drawer file. 





Do-It-Yourself Offices in Quonset 


it 


One building houses offices, the other the machine shop of Target Stamped Products 
Corp., Kinsman, Ohio. 


Desk is a_ ply- 
wood, hollow-core 
door resting on 
filing cases. Walls 
are Philippine ma- 
hogany plywood. 
According to the 
firm’s secretary- 
treasurer, H. W. 
Scott, offices were 
done in the eve- 
nings with aid of 
hammer, saw and 
screwdriver. 





Plywood topped with plants and translucent ripple plastic form the partitions. Firm 
makes small stamped items for automotive industry. 
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Desk Machines Cut Staff 50% 


Three employees, 
instead of six, do 
entire accounting, 
billing and payroll 
job for City Haul, 
Inc., million-dollar 
cartage and pack- 
age delivery firm 
in Cincinnati. Firm 
was started’ by 
John Bourke and 
Jim Daum ten 
years ago with one 
truck; now has 
100 vehicles. Jim 
Kayser, chief rate 
clerk, is at right. 


Charies H. Dor- 
ger (left) of City 
Haul, Ine., said 
Victor adding ma- 
chines and auto- 
matic printing cal- 
culators allowed 
them to save three 
girls in their office. 
Machine tapes are 
sent with custo- 
mers’ statements 
to eliminate  an- 
swering questions 
on how totals are 
arrived at. 
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One man operates the glass truck and 
serves as general helper. 


New York Office’s 


Equitable Life Assurance Society of 
the U.S., New York, cleans its 31,503 
fluorescent lamps every year and relamps 
every two years. The work is done every 
Friday night and Saturday, except in July 
and August, by five men. Defects in bal- 
lasts and sockets are marked with an 
orange tag to signal attention by mainte- 
nance men. Equitable burns its office 
lamps up to 15 hours a day and Westing- 
house lamps rated at 7500 hours are aver- 
aging over 13,000 hours with Equitable’s 
minimum on-and-off cycles. Failures after 
two year’s use are less than 10%. 


Four men work across the office on four scaffolds. 


THe Orrick April, 1956 








Relamping Program 


Equitable’s two-year group relamping 

program costs only 6.9¢c more per lamp 

for labor than the cost to wash and clean 

alone. This includes all labor for han- 

dling, storage, selection, discarding used 

lamps and all other normal work. Actual 

figures are $14,233 for labor to clean, 

handle and relamp; $12,048.40 for labor 

to clean only. Figures do not include cost 

of lamps. The program has resulted in a 

higher footcandle level at all times. Not 

included in the program are 1999 fixtures 

in less accessible places such as file rooms, 

vaults, corridors and supply rooms. ey Cu> bs 
Washing fixture glasses in Equitable’s 
New York office. 




















Another view of the New York offices of Equitable Life Assurance Society of the 
United States. 
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Committee room 
in the Wauwau- 
tosa, Wis., City 
Hall, showing some 
of the new build- 
ing’s 300 Milwau- 
kee Metal-Lux 
Steel Chairs which 
were installed by 
Forrer Equipment 
Co. and WNorth- 
western Furniture 
Co. of Milwaukee. 
Aldermen’s chairs 
are personally ad- 
justed and_ bear 
each alderman’s 
nameplate. 


Secretary of Com- 
merce Sinclair 
Weeks presents the 
Secretaries Week 
(April 20-26) proc- 
lamation to Clare 
Jennings, president 
of the National 
Secretaries Assn. 
(International). 
Looking on is Ed- 
ward Taylor, ad- 
ministrative vice 
president of the 
Office Equipment 
Manufacturers In- 
stitute. The Na- 
tional Secretaries 
Assn. and the Of- 
fice Equipment 
Manufacturers In- 
stitute are co-spon- 
sors of the week. 


Orrice—April, 1958 








is proud to announce 


its new Electro—WwWrite 
CARBON PAPER 
*K 


with 





Typists love Electro-Write 

the minute they try it. Even 

if made on manual typewriters, 

the copies look like they Exclusive 

were typed on an electric. CARBON GRIPPER 


included in each box 


; r- CODO MANUFACTURING CORPORATION 77 
Dept. O 
O oe Leetsdale, Pa. 


Attach this coupon to your Company’s letter- 
MANUFACTURING CORP. 


Factory: Leetsdale, Pa. 


head and send for free samples. 


NEW YORK CHICAGO PITTSBURGH NAME 


79 Madison Ave. 564 W. Monroe St. 401 Wood St. 
ADDRESS 


| 
| 
I 
| 
| 
| 
1 
| 
| 
| 
| 
| 
! 
L 
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See this long wearing, multi-purpose Discuss your filing problems with your 

vertical file pockei at your Smead dealer. Smead dealer. He represents the most 

Available in many sizes and with difter- complete line of Expanding Products and 

ent types of tabbing. Filing Supplies produced by any one 
manufacturer. 


THE Smead MANUFACTURING CO. 


HASTINGS, MINN, — LOGAN, OHIO 
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What's the setup in this calculator keyboard ? 
(oo oR ooo Momo ow 
@eSeGedegee0 89 
eh Te 7) 


Only on a jae do you get straight: om 
keyboard-dial proof of accuracy! 


With a Marchant calculator, you don’t have to 
search through the keyboard to make sure all 
the figures in an entry are right. You know 
when they’re right because you can see them at 
a glance ...easily, instantly. ..in Marchant’s 
keyboard dial. Marchant gives you this bonus 
guarantee of accuracy...which adds to the real 
speed of your figurework. 





To see for yourself the operating advantages 
of Marchant’s keyboard dial, call in your nearby 
Marchant Man...or send the coupon for full 
information. 


MARCHANT CALCULATORS, INC. 


OAKLAND 8B, CALIFORNIA 


* Here it is— ™ : | MARCHANT CALCULATORS, INC. + CAKLAND 8, CALIFORNIA 
the keyboard ¥ . | 


entry check dial C) Please send me full information on the accuracy and 


found only on the s i of Marc ‘ gitin a ls : 
speed of Marchant automatic calculators. 
Marchant, among Marchant 8-bank ’ 


all American-made Figuremaster—one of | [) Information on the new Marchant 10-key Adder. 

calculators. 14 Marchant models. 0-4 
NAME 

Modern Management Counts on Marchant | F 
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DIAL ‘PHONE LOCK 


A MUST WITH COAST TO COAST DIALING... 
A NECESSITY WITH PRESENT DAY DIALING! 


New & Unique, LOC-UR-FONE is the only absolutely foolproof phone lock. Do not 
accept substitutes! Installed, it completely obscures the dial making it impossible to 
manipulate. Made of Phenolic plastic, LOC-UR-FONE appears to be part of the 
telephone — does not interfere with incoming calls. Can be affixed and “ 


removed in a second. Available in 8 different key combinations.. 


Fits metal or plastic dial rings. 


At Stationers, 

Hardware, Drug 

and Variety deal- 

Pai ers everywhere or 

CAN PAY FOR ITSELF WITH Jail 2 send $1.00 direct. 
A SINGLE PREVENTED CALL ‘ e 


CEL-U-DEX CORPORATION 


NEW WINDSOR (NEWBURGH), NEW YORK 
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The Master Mind of Cash Control 


“For friendly 
shopping 


Revolutionary new 
streamlined Cash Register, with 


automatic, itemized receipts, numbered 


and dated, stamped with the Firm’s name; 


accumulating automatic customer 
counter, as well as built-in 
adding machine. 


In Canada: Regna Cash Registers 

of Canada Ltd., 704 Notre Dame St. W. 
Montreal, Que., and Business Equipment 
Machines, 489-R King St. W. Toronto, Ont 
OUTSIDE CONTINENTAL U.S 
Jorgen S. Lien, Box 507, Bergen, Norway 


COMPLETE 
PROTECTION 
FOR SHOPKEEPER 
AND SHOPPER 


Sensational ! 
Simply Fantastic! 


REGNA 

Cash Master 

“The Dream 
of every 
Retailer” 


Mail the coupon 








REGNA CASH REGISTERS INC., 

175 Fifth Avenue, New York 10, N. Y 

Gentlemen 

Please rush more information on the new Regna Cash 
Master and outline advantages of becoming a Regna Dealer. 
Name 

Address 


ii a 
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SMALLEST INVESTMENT—BIGGEST RETURNS for electric typewriter users! A small per- 
centage of your substantial investment in electric typewriters using carbon paper ribbons 
shows you the biggest return. The ribbon. Old Town’s Carbon Paper Ribbon. Millions 
already sold! 

Your typists will delight in Old Town’s fuchsia plastic leader (17 inches long!) that keeps 
their hands from soiling when the ribbon is being put on the machine. They will be proud 
—as you will—of the exceptionally sharp, beautifui, non-smudge typing. All who read 
your letters will be impressed by their prestige, quality appearance. 

THESE FEATURES ASSURE EXQUISITE WORK AND EXCEPTIONAL WEAR: 


@ Old Town's superb carbon coating, electronically controlled for uniformity as it is depos- 
ited upon thin, high-tensile-strength ribbon paper. @ Ribbon edges precision-cut, ribbons 
precision-wound, to eliminate tearing. These factors are ‘musts’ for electric typewriter 
ribbons, 4 inches in diameter. Every inch of an Old Town Carbon Paper Ribbon passes freely 
and evenly through the machine 


Test and prove to yourself that Old Town Carbon Paper Ribbons perform best, save you 
more, on your electric typewriters 

SAMPLE RIBBON ABSOLUTELY FREE! 

Write us for it on your business letterhead. NOW. 


OLD TOWN CORPORATION 


Established 1917. 750 Pacific Street, Brooklyn 36, N. Y 
World's Foremost Makers Of Corbons, Ribbons, Duplicators and Duplicator Supplies 
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fast small volume 


rd handling- 
record handling L Doo Jk. 


C 


a standard model of Rol-Dex record 
handling equipment designed to house 


2,000 to 12,800 records. 


Here is convenience and economy for small volume active record 
handling. Records ROLL to the clerk saving you time, trouble 
and money. All records are instantly and constantly available 
not only to the clerk, but to outside reference. 


And you use your present records! 


Investigate Rol-Dex, Jr. now— 
there is a model for: 


8” x 5” cards 


7¥e" x 3%" cards 
6” x 4” cards 


5" x 3” cards 
and combinations 


Pot. and Pats. Pending of these sizes 


Also available in stand-up filing height. 


Rol-Dex, Jr. is one of several styles of standard Rol-Dex equip- 
ment. Send coupon for information. 


WATSON MANUFACTURING COMPANY, Inc. 


PR Rol*Dex Division, Dept. 0-7, Jamestown, N. Y. 
°/ Please forward literature on ROL@DEX Standard Units 


LM. 
* ed Oo] RT OTD. ¢ NS aie an ___Title 


——G/77 ~~ Company 
Street 


For More Information Circle No. 441 
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TO HELP YOU INCREASE SALES IN ‘58... 
THIS “BEST SELLER” IS MUST READING 


Whatever product or service you sell, if it is used to set up, improve, 
or operate the modern office, this National Business Show Audited 
Report will give you all the facts on how to increase sales at reduced 
selling expense. 

In it you will learn about the most important and biggest sales 
event of the year... the 1958 National Business Show. You will also 
learn who attends, where they come from, what they buy and a host 
of other pertinent information to help you evaluate the benefits of 
exhibiting in this great Show. 


Write or phone for your free copy today, 


no obligation Of COUTSE (Copies are 
. ! 


: } 
limited to interested participants only.) 
' 


1998 NATIONAL BUSINESS SHOW | 


RUDOLPH LANG, MANAGING DIRECTOR 


iS te aaa “ale Neng Gest ee St! Ie 
530 Ff ifth Ave..N. Y..N. Y. OXford 7-7142 i a 


{ 4 
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Victor's new, completely automatic printing calculator with the 


New Simpla-Key 


Lets you automatically multiply, add, subtract, or divide with a flick of One Key! 


Flick Up to Multiply Center to Add, Subtract 


Automatic i 4 “ 
VICTOR Pic CALCULATOR ~~ 2 
g ~ 
: ne Me SF, 
Imagine! Multiply, divide, add or subtract Se, 

with the new Victor Calculator—all automat- 

icaily! Just flick the Simpla- Key — enter fig- 
ures as you’d write them—and the machine 
does the rest. Unbelievabie ! 

A printed tape, with a true symbol, identifies 
figures entered and operation performed. See 
the unique Victor Calculator today. Con- 
venient terms. See ‘“‘V’”’ for Victor in the 
adding machine section of the Yellow Pages. beiiees 


| Victor Adding Machine Co., Dept. 0-458 

| 

| 

| 
VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. | Company Name 

| 

| 

uw 


Chicago 18, Illinois 
Send me complete new brochure on Victor 
Avtomatic Calculator. 


Victor-McCaskey, Ltd., Galt, Ontario 


Manufacturer of Business Machines, Cash Registers, Business 
and Industrial Systems, Electronic Equipment, Electri-Cars. 


Address 
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Why is addressing a snap with 
DUPLIS NAP. > 


DUPLISNAP @ 
made exclusively by EUREKA 


EVREpAEUREKA SPECIALTY PRINTING CO. 
ee ZF oly) es ee ot Tal lel seam oF. 


— 


For More Information Circle No. 201 
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ALPENOPAKE 





FLETCHER 


_>—— 
PAPER comPAn? 


minimum grain 
for maximum strength 


Careful procedures used in manufacture of bril- 
liant Alpenopake Bond interlace fibres so thor- 
oughly, grain direction is held to absolute mini- 
mum. Made from 100% bleached chemical wood 
pulp, surface-sized for letterpress or offset. This 
high opacity 12-lb. sheet comes in White, Blue, 
Buff, Canary, Goldenrod, Green and Pink, and is 
ideally suited for rate books, statistical reports, 
inserts, price lists, mailing pieces, etc. Lightweight 
companion sheets include Flecopake Bond, 
Fletcher Manifold, and Alpena Manifold. For sam- 
ple booklet address Dept. 4, 


FLETCHER = 


FLETCHER PAPER CO., 20N. Wacker, Chicago 6, Ill. 
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i ae Se 


the chair of distinction 


ASE wert 


yee 


. 


i} 
{F 


jee ’...now in metal 


posture-perfect 
everlastingly beautiful 


for the successful men in business 


MODEL M-9000 
Executive Posture Chair 


Write for details 








there is nothing finer in metal 





MILWAUKEE METAL FURNITURE COMPANY - 101 N. Campbell! Ave., Chicago 12,111. 
For More Information Circle No. 227 
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Lightening the Executive’s 
Burden of REPORTS 


ROBERT W. McGEARY 


Leahy & Co., Management Consultants, New York 


R. EXECUTIVE: Is your desk 
M stacked with so many reports that 
you wonder how in the world any one 
man can be expected to digest all those 
facts and figures? Do you suffer from 
that common disease, “bulging brief- 
caseitis,” because you can’t possibly get 
to all of those reports during normal 
business hours? Or do you attempt to 
solve the problem by scanning the re- 
ports, or skipping some entirely, know- 
ing that you may possibly miss an im- 
portant fact that’s buried in the detail? 
If you can answer, “Yes,” to these ques- 
tions. you can take consolation in this 
fact: you've got plenty of company. 

The president of a large company 
having a gross income of over a billion 
dollars was so disturbed about this situ- 
ation that he called in a group of con- 
sultants to grapple with the problem. 
Result: a over 80% in 
the volume of reporting to this man 
without sacrificing any vital informa- 
tion. This result, although the main tar- 
get of the project, was not the only 
benefit gained by the company. Other 
achievements were: 

1. A reduction in preparation costs 
which exceeded the cost of the study (a 
bonus management wasn’t expecting). 


2. Streamlining reports at the top 


reduction of 
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helped considerably to clear out un- 
necessary reporting down the line since 
many reports at lower levels were only 
feeders for executive reports. 

3. The study highlighted several or- 
ganizational problems which were the 
subject of later studies. 

4. The remaining reports 
dressed-up in a new format which was 


prepare 


were 


both easier to and easier to 
read. 

The reader may well ask, “Why out- 
side consultants?” This company had a 
forms control program and a rather 
well staffed systems and procedures de- 
partment. Neither organization, how- 
ever, was fully qualified to handle the 
problem. 

The forms control man has little to 
offer in this area. Many of the execu- 
tive reports are not on forms in the 
usual sense. He may redesign a particu- 
lar report form but he has not made the 
deep study into the basic necessity for 
the report. 

Even a reports analyst on the com- 
pany’s systems and procedures staff is 
over his head on such a project. Com- 
plete objectivity and supreme states- 
manship are required. It is impossible 
for a man on the company staff to be 
wholly immune from internal pressures, 


71 





Compare the lengthy report below with the summary report on the page opposite. 
This “before and after” sequence illustrates the advantage of clear and concise reporting 
at top executive levels. The summary report (opposite) gives the executive all the 
important facts and figures at a glance. It also pinpoints areas where executive action 
may be required. 
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MONTHLY SALES 


OFFICES WITH 


particularly from such high level pres- 
sures as are encountered in the execu- 
tive suite. Each of the key executives 
of the little ax to 
grind concerning reports from his office 
to the president of the company. The 
company analyst this 
tender ground is taking his future in his 


firm has his own 


who treads on 
hands. He cannot afford to disagree too 
vehemently with an executive who may 
be his present or future boss. 

How, then, does the consultant ap- 
proach the problem? It is first necessary 
to compile a complete inventory of 
every report being sent to top manage- 
ment from all sources. In addition to 
collecting a sample of each report, cer- 
tain be accumulated 
by the analyst such as the frequency of 
distribution, preparation 
All this information is tabu- 
lated and categorized. 

Once the inventory is completed, the 
consultant is ready to begin his analysis. 
The following techniques are employed 
in the boiling down process: 

1. Unnecessary duplication is elimi- 
nated. 


2. Reporting by exception is utilized 


information must 


submission, 


cost, cic. 
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SALES DEVIATING FROM 


SUMMARY 


QUOTA BY 10% 


Industrial lay-offs in area have reduced 


buying of severa ge retailers 
Special 3 months sa promotior 


Still has 2 months to run 
| 


The summary of the report on the opposite page. 


wherever possible. 

3. Frequency of reporting is adjusted 
on the basis of need. 

4. Like information is consolidated 

5. Detailed summa- 
rized. 

By the use of these techniques, the 
analyst will produce a refined reporting 


information is 


system considerably less voluminous. 
The usual breakdown of 
achieved shows that: 


1. 25-30% represents duplicatory ma- 


the reduction 


terial which everyone in the company 
agrees can be eliminated. 

2. 40-50% of the material 
nated on the grounds of being too much 


is elimi- 


detail for the top men to digest. Agree- 
ment on this recommendation is usually 
not too difficult to negotiate although 
there is an occasional die-hard who will 
argue the point. 

3. Recommendations on the remain- 
ing 20-35% of the material eliminated 
may stir up some controversy particu- 
larly where vested interests lie. It is not 
difficult to imagine the chagrin of an 
executive who sees his pet reports (de- 
signed to convince the president that 
he’s doing a great job and is ready for 








bigger things) go by the boards. 

The next step is to design a quality 
format for the remaining reports. Ease 
of preparation and ease of reading are 
the two big targets, and the attempt to 
achieve uniformity is a third. 
[his phase of the project can return 
substantial tangible savings in prepara- 
tion and reading time. 

Cnce the format problem is solved, 


close 


the analyst completes his study by pre- 
paring his recommendations concern- 
ing irregularities uncovered during the 
course of his analysis. Many times re- 
porting problems, particularly at higher 
levels, are symptoms of deeper ills with- 
in the company. For example, reports 
which overlap each other as far as sub- 
ject material is concerned may indicate 
that the groups preparing them are du- 
plicating functions to some extent. 

As a further example, reports to the 
president which contain a myriad of de- 
tail may indicate that the top man could 
well afford to delegate a little more re- 
sponsibility in that particular area. The 
highlighting of such problems by the re- 
ports analyst is an important side-bene- 
fii of an analysis in depth. 

The package is now ready for presen- 
tation to the president of the company. 
Assuming that the recommendations are 
generally acceptable, the top executive 
will usually call for an installation of 
the proposed system on a test basis in 
order to more completely evaluate all 
its details. If any minor bugs develop, 
they can be straightened out during this 
testing or trial period. When the presi- 
dent is completely satisfied with his new 
reporting system, the tested installation 
can be continued on a permanent basis. 

The benefits of an executive reports 


analysis in depth are not limited to the 
executive suite but rather pervade the 
entire organization. (Their effect on the 
feeder was mentioned 


many reports 


above.) For this reason, the approach 
to the overall company reporting prob- 
lem is best accomplished from the top 
down. No information is generated 
which is not required at higher levels. 
This eliminates the stalemate which of- 
ten occurs in a horizontal reports an- 
alysis: being informed that, “the wheels 
require this report and that’s that.” In 
many cases the “wheels” don’t need the 
report, but no one has ever taken the 
time and trouble to convince them of 
that fact or to provide them with a bet- 
ter alternative. 

Another of our clients, a large rail- 
road, provides an excellent illustration 
of how useless or outdated executive 
reporting cascades red tape, delay and 
down through the 


losses company. 


Some years ago a former president of 


this railroad directed that he receive 
weekly estimates of freight receipts. 


To compile this report, all small sta- 


tions were directed to report weekly. 


The report deadline caused the num- 
ber of waybills examined to skyrocket 
each midweek. The office was over- 


staffed for these peaks. Error detection, 


which in this case translated into in- 
creased income to the railroad, dropped 
during the overload period. Work sim- 
plification alone would have cycled the 
within the 


tabulation in 


reporting rigid 
framework of a weekly 


this president’s report. 


patterns 


Upon digging 
deeper, the reports analyst discovered 
that report 
tinued 


the executive was discon- 


that 
the weekly 


after particular president 


feeder re- 


But 


departed. 
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ports, the overstaffing for peakloads and 
the drop in error detection, still con- 
tinued. 

A report analysis of this type is par- 
ticularly important in these days of of- 
fice automation. Conventional punched 
card equipment can turn out reports 
quickly, to be sure, but they are snail- 
like in comparison with electronic com- 
The fact that these machines 
can turn out data with lightning rapidity 
pre- 
requisite to the purchase of any such 
equipment. 
manual vs. computer costs should not 


puters. 


makes a deep reports analysis 


A comparative analysis of 


be based on the existing system, but on 
a refined and improved system vs. the 
computer method. Slim 
then compare alternative costs. 

The IBM 650, for example, has a 
capacity of 25,000,000 digits. Stand- 
ing alone that is an impressive figure. 
But only two four-drawer filing cabinets 


down first: 


filled with typical reports also hold 
about 25,000,000 digits. And a com- 


pany of any size has thousands of filing 
cabinets holding billions of digits. 

Such a comparison dwarfs a figure 
of 25,000,000 digits and spotlights the 
high cost of the computer. It empha- 
sizes the importance of cutting out the 
80% of fat in existing reporting sys- 
tems before building up equipment to 
unnecessarily inflate the reporting sys- 
tem. The successful results of the com- 
pany referred to above can be dupli- 
cated by other firms having similar 
problems. Freeing the top man from 
excessive reporting burdens is impor- 
tant. You cannot bury the company 
president in the detail of today if you 
expect him to plan the growth and ex- 
pansion of tomorrow. He’s the man 
who company’s destiny. 
Help him do his job more effectively 
and the whole company benefits. 


guides the 


The Watercooler 


Hear the latest gossip proffered, 
Hear the latest stories told, 
Hear advice most kindly offered, 
“How to cure the common cold,” 
Hear discussed the gains and losses 
Of the lowly and the highbrow, 
Here’s the reason, too, why bosses 
Raise an irate, watchful eyebrow! 
—Addison H. Hallock 


Tue Orrice—April, 1958 





el 


JERRY 
uns 


“Yes, I heard that ridiculous rumor. 
about you being fired. I started it.” 





out. I’m that 
punched card machine manufacturers 


is on its way sure 


pepe CARD ACCOUNTING 


will decry this statement, pointing to 
their ever-increasing sales of this equip- 
increased sales 
that many 


users are getting into the data process- 


ment. However. these 


may merely indicate new 
ing field. Before we can walk, we must 
before we can run, we 
walk. Mechanized 


processing is here to stay. The means 


learn to crawl; 
must learn to data 
by which this processing takes place 
will undergo constant change and im- 
provement for 
High 


are now in use, primarily by large con- 


many years to come. 


speed data processing methods 
cerns, but this picture is due for a rapid 


change. The new machines will be re- 
duced in price and become economic- 
ally feasible for smaller concerns now 
using punched card equipment. 


sequently, all of us engaged in this field 


Con- 


keep ourselves aware of new equipment, 
systems, methods and procedures. We 
try to keep ourselves tuned to the fu- 
ture, but not at the expense of the pres- 
ent. 
and are now walking. We have not yet 


We've passed the crawling stage 


learned to run. 
If you are planning a punched card 





ISTAFF| 





a Punched 


that mechaniza- 
functions should 
You 


many opportunities to go beyond office 


installation, remember 


tion of routine office 


not be your sole aim. will find 


Generally, of- 
Original 
but, be- 


routine as it used to be 
fices have dealt with history. 
data may have been current 
fore normal office routine finished with 
it, it 


facts, no longer reflecting current op- 


became a collection of historical 


erations. 
Mechanization should eventually put 


you on a day-to-day basis. There is 


no reasonable limitation to the type of 
information you should and can know 


daily: daily sales, orders, production, 


inventories, costs, general ledger, ac- 


counts receivable, accounts payable 


anything that may be identified by a 
and which can 


denominators. 


number or letter code 


be reduced to common 


Your immediate objectives should be 
to: 

1. Obtain the best possible manager 
you can for your new installation. 

2. Decide upon the priority of op- 
erations to be mechanized and the se- 
quence in which this mechanization is 
to take place. 

3. If you do not already have it, be- 


gin to gather all the data available con- 


. 
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Card Installation 


ROBERT S. MOORS, Data Processing Supervisor, 


University of Massachusetts, Amherst 


cerning your present procedures. 

4. Determine the facilities and areas 
this installation. Pay 
particular attention to location relative 


best suited for 
to other departments feeding or relying 
this installation. 


This article will discuss the choice of 


upon 


a manager and/or supervisor of your 
When 
you delegate a person to manage the op- 
erations of a punched card installation, 
you are assigning him a task that will 
he has in him. 
He will be confronted with some frus- 
trating particularly if he 
has no knowledge or experience 
in this field. You may that a 
good administrator need only deal with 
people, not with the machines and pro- 
Essentially this is true and, 
on this basis alone, a good administra- 
tor could probably successfully accom- 
plish his purpose. But picture the fol- 
lowing situation: 

At the “eleventh hour” on pay day, 
the machine supervisor brings you a 
May Day distress signal indicating that 
blankedy-blank machine broke down. 
What now? The administrator who re- 
lies upon his subordinate to handle such 
a situation is faced with a dilemma. 


new punched card installation. 


call for the very best 
situations, 


argue 


cedures. 
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[The supervisor is feeling the potential 
pressure of public opinion. What 
happen, he thinks, if he can't get the 
paychecks out on time? He 
convey this feeling of panic to his boss 
The boss must surely have that feeling 
which _ precedes disaster. 
But, he’s the boss knows 
what to do in an emergency. (Or does 
he?) He can suggest to the supervisor 
that perhaps some way can be found to 
“get around the bottleneck.” Of course, 


will 
tries to 
impending 


because he 


for from the 
All he can do 


service has been called 
machine manufacturer. 
now is to encourage the supervisor to 
take heart and give it another try. At 
times such as this, the executive 
be confronted with his vulnerability. 
How much better it would be if the 


will 


executive were experienced in punched 
card accounting principles and opera- 
His assurances to the distraught 
supervisor would carry a ring of con- 
viction. The machine would no longer 


tions. 


be a nameless monster, but could be 
discussed in specific and _ intelligent 
terms. An experienced administrator, 
discussing the problem with a skilled 
supervisor, would surely find a way to 
get around the bottleneck. 

Why do some punched card installa- 
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|, ADMINISTRATION (one of the following): 


a. Installation Manager. 
b. Office Manager. 


ce. Administrator (other categories). 


“| 
STAFFING THE PUNCHED CARD INSTALLATION 


needed to achie ve 
flexibility and continuity of operation; additional 


assistants, as section heads, as growth requires.) 


3. MACHINE OPERATIONS: 


a. Machine Operators. (For routine, repetitive appli- 


cations. Number of operators is determined by 


rd 
nl 
4] 
al 
ru 
au 
Scope of operations. ) rl 


a. Key Punchers. 
b. Key Verifiers. 
c. General Clerks. (Number of personnel depends on 


p 2. SUPERVISION: 
a. Work Supervisor. 
b. Assistant Supervisor. (One is 


at 
ru 
4. KEY PUNCHING and CLERICAL: : 


size and complexity of operations.) 


eceesecane: ooo ooo ooo ees SeSeseseseseseseseSc Q 


tions fail to completely satisfy manage- 
ment? As the apparent effectiveness of 
the installation increases, so do the va- 
riety and number of operations per- 
More and 
more vital segments of the company’s 
business are mechanized and integrated 
into the system. Consequently, the in- 
Stallation 


formed upon the machines. 


becomes the receptacle for 
Breakdowns in 
machines can be repaired. 


all the proverbial eggs. 
Deviations 
from the system and procedures can be 


corrected. But a serious breach in the 


field of compatability between the ad- 
his staft 
The breach in friendly re- 


ministrator and is not easily 
reinforced. 
lations is usually: the culmination of a 
disturbing incidents which 
their affect. 
Generally, a punched card installation 
is managed by one of two kinds of ad- 
ministrators. The first is the man with 
He is in charge of pay- 
roll or cost accounting, or he might 
be the manager. When _ the 


punched card installation developed, it 


series ol 


were abrasive in 


several jobs. 


office 
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was tacked on to his regular duties. 
Perhaps he is vitally interested in mech- 
anization. On the other hand, he may 
resent the whole idea. Unfortunately, 
this resentment is not always apparent, 
although the results are certain to be. 

The second classification is the in- 
stallation manager whose duties prin- 
cipally involve the creation and devel- 
opment of punched card facilities. His 
administration of such a system calls 
for close association with all other seg- 
ments of company operations. Since he 
is grounded in punched card techniques, 
and is also well versed in general office 
systems, he will valuable 
member of the management team. His 
job administrative. He 
will need a suitable staff and a works 
supervisor, but he will be in a far bet- 
ter position than his alternate in assess- 
ing the qualifications of that staff. 


become a 


is essentially 


[here is a tendency in a punched 


card supervisor, whose boss doesn’t 
know a plug from a jack, to “snow” 
him with technical jargon and 
emphasize the mechanical complexities. 
This can’t happen if the boss is well 
versed in this field. It is a good guide, 
incidently, to your choice of adminis- 
trator, as to whether or not he will try 
to “snow” If he overemphasizes 
the complexity of machine operations, 
implying that the average layman could 
not begin to understand the secret proc- 
esses of punched card operations, you 
would be well advised to look for an- 
other man. Sure, these machines seem 
complicated but, fundamentally, they 
are simple. The complexity exists only 
because many simple things are brought 
together under one or more sets of ma- 
chine covers. 


over- 


you. 
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Your decision as to type of direct 
supervision will depend upon your 
choice of administrative pattern. If 
your administrator closely controls the 
operation, yet must apportion his time 
to other phases of company business, 
your supervisor may turn out to be a 
button-pusher. On the other hand, if 
your administrator performs his duties 
by the conference methods of gener- 
alized review and discussion, but other- 
wise leaves the operation in the super- 
visor’s hands, then your supervisor will 
be managing the installation and not 
have time to be a button-pusher. Do 
you want your supervisor to be a neu- 
rotic, mechanical genius, or the right 
arm of management? 

Assume you want a supervisor (but- 
ton-pusher) instead of an administrator. 
He should know not only where the 
buttons are, but in what ways the ma- 
chines will respond when the buttons 
are pushed. He should be quick-witted 
since he will be apt to find himself in 
the midst of frequent controversy. He 
will need a thick skin or at least be able 
to control temper and sensitivity. He 
should possess keen comprehension— 
the ability to grasp instantly and under- 
stand the numerous orders and dictims 
given him. He will need the constitu- 
tion of an ox to withstand the pressures 
exerted upon himself and the installa- 
tion. He will need to be decisive in 
passing responsibility on to his boss 
where it belongs, and be philosophical 
when some of these responsibilities are 
shifted back to him. He must be able 
to design and revise systems and pro- 
cedures at the drop of a hat since it is 
unlikely anyone else will be doing any 
procedures work. You had better check 
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up on his home life, too. He will need 
a wife with the patience of Job, the wis- 
dom of Solomon and the disposition of 
a saint. When his thinking gets warped, 
it will be she who straightens him out. 
When he comes home battered and 
bruised (at least in spirit), she should be 
there to take off his armor and bind up 
his wounds. 

If you think the foregoing is far- 
fetched, remember there are _ installa- 
tions where these requirements are es- 
sential. Of course, yours will not be 
anything like this, will it? Levity aside, 
the personality qualifications mentioned 
are really essential. The importance of 
the position of supervisor should not 
be underrated. If he is effective, you 
will realize your objectives. If he proves 
to be superlative in action, you will find 
yourself hard pressed to keep up with 
him. You may find yourself depending 
quite heavily upon the production of 
his department. Good human relations, 
or its lack, can make or break him 
and the installation as well. 


If you do not intend your supervisor 
to be a button-pusher, he will need an 


assistant who is one. You will want a 
person who has nearly all the qualifica- 
tions you desire in a supervisor, per- 
haps lacking only in extensive experi- 
He should be hired with the 
thought of grooming him to take your 
supervisors place if the need arises. 
If, however, you do not wish to go 
that far, at least do not close the door 
upon such a possibility. 


ence. 


Incidently, you will find yourself 
less vulnerable with an administrator 
and a works supervisor than with any 
other type. If you lose the supervisor, his 
boss has the knowledge to keep things 
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rolling until the supervisor can be re- 
placed. If you lose your top man, your 
operating staff will still be intact and 
affairs routine manner. 
[his is as it should be with any other 
members of your administrative staff. 


can run in a 


Machine operators, male or female, 
require a bit of selection. Such persons 
should be gifted with some mechanical 
ability, and be dexterous because card 
The oper- 
ator should be mentally quick to grasp 
He should 
handling a 
He should 
like variety and be willing to learn new 
machines and new procedures. 


handling is a basic action. 


the essentials of a problem. 
develop definite skills in 
complete job or operation. 


There are many installations (usually 
large) where an operator handles quite 
simple operations in large volume. In 
such cases, he may do this one step 
for long periods of time and be fairly 
effective. However, in small or medium 
installations, you have little to 
gain by such techniques. Your chief 
aim ought to be a punched card ac- 
counting staff of individuals with a high 
degree of flexibility. No 
should be 


sized 


one person 
a stranger to any repetitive 
procedure. This personnel insurance is 
obtainable with little cost, but yields 
high dividends. 

Generally, your key punch operators 
will be girls with well developed finger 
dexterity. Any girl who types well 
usually makes a good puncher. Again 
we find the need, especially in small 
installations, for a willingness to learn 
a variety of work. Routine can become 
so decentralized and repetitive as to 
insure an atmosphere of boredom. 
Bored people are not happy nor truly 
efficient. Punch operators with a va- 
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The tabulating machine department in the new office building of Mutual Benefit Life 
Insurance Co., Newark, N. J. 


riety of work to do will be much more 
interested in their work. 

Punch operators are often a good 
source of supply for machine operators. 
You will have ample opportunity to try 
them out on other phases of your op- 
eration without much cost or risk. It 
is usually easier to replace a puncher 
than to replace an operator. 

All punched card installations have 
some clerical tasks to be performed. 
In many instances, everyone from the 
button-pushing supervisor, on down to 
the key punchers, perform these manual 
duties. In other cases, full-time clerks 
do these jobs, relieving the operating 
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staff for duties. 
Clerical tasks may include: coding docu- 
ments, card pulling and refiling, record 
look-up, control records maintenance; 
typing report headings, correspondence, 
procedures manuals; etc. 

Persons selected for clerical tasks 
should be considered as future key 
punch operators. By providing them 
with such training, a continuous source 
of operators is developed. Consequently, 
your clerks should be selected on the 
same basis and with the same care that 
is used in hiring key punch operators. 

(A second article by Mr. Moors will 
discuss punched card equipment.) 


more complicated 





One Good Form Does 


A Lot of Work for a 


Smaller Manufacturer 


WALTER J. HOFFBERG, Management Consultant, New York 


How IS A CASE where a snap- 
out form and two electric type- 


writers replaced an office systems ma- 


chine and proved to be more effective 
for Hygiene Shower Curtain Co., per- 
haps the largest manufacturer of plas- 
tic shower curtains. This company em- 


Factory clerk sorts order slips by product 
and style. Each classification is tallied on 
a pegboard to insure accuracy. 
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ploys 175 persons in New York and is 
representative of many companies its 
size with regards to systems problems 
too small to economically justify 
punched cards or computers, but large 
enough to need exacting and efficient 
procedures. 

Hygiene’s systems are typical of most 
style manufacturers. Order processing 
and production planning time must be 
held to a minimum if customer service 
and delivery requirements are to be 
met. In addition, production require- 
ments must be computed accurately. If 
not, delivery commitments will lag and 
excess amounts of unneeded merchan- 
dise will be produced. In a style busi- 
ness, this can be costly because excess 
inventory is eventually sold, for a frac- 
tion of its value, as “close-outs.” 

Originally, the company used a stand- 


THe Orrice—April, 1958 





Our budget nearly went up in smoke 
(Until Mary brought in the Osmefan) 


Nothing galls our Financial V.P. like 
the smell of a strong cigar. Recently, 
while reviewing our budget, I made the 
mistake of lighting up my favorite 
Havana. The V.P. took a deep breath, 
gagged, and our budget and three 
months work nearly went up in smoke. 

But Mary, my wonderful secretary, 
in her usual efficient manner, quickly 
brought the problem under control. 
She slipped into my office with the 
Airkem Osmefan that we normally use 
in the file room to get rid of stuffy 
odors. She plugged it in and in no time 
at all the room was smelling clean 
and fresh. The V.P. relaxed and 
ve got our budget. 

If cigar or cigarette smoke, musti- 





Specialists in Odor Control 


ness, stuffiness or other office odors are 
tainting the air around you, it’s time 
you called your Airkem representa- 
tive. He specializes in making the in- 
door air pleasant, clean- smelling and 
easy-to-work in. Countless firms use 
Airkem in both air conditioned and 
non-air conditioned areas such as 
board rooms, offices, file rooms, eat- 
ing places, sales floors and restrooms, 
Other Airkem products will help pro- 
tect your personnel from infectious 
disease while keeping your business 
area clean and bright. 


AIRKEM, INC. 
241 East 44th Street, New York 17, N. Y. 
Please send me information on Airkem Services 


Name 





Title 








Company 


Address 





City Se. 


For More Information Circle No. 296 
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Duplicating Paper 


THE OFFICE 


ONE PAPER FOR BOTH 
OFFSET AND MIMEOGRAPH 


Imagine offset printing letterheads or forms on bond paper: then 
mimeographing on them as easily as on conventional mimeograph 
paper—without sacrificing offset or mimeograph copy quality. 

You no longer needidouble inventories of paper—or two sets 
of supply records. One paper now meets all requirements for both 
processes. Complete range of colors available. 

And imagine mimeographing without slipsheeting on a true 
bond paper . . . regardless of the ink you use. 

Hard to imagine? Just try this new paper—at our expense. 
TEST IT FREE! Simply clip the A. B. Dick trademark below 
and present it to your distributor of A. B. Dick products.* He’ll 
give you a free ream of 8% x 11, sub. 20 white, Gold Label Bond 
to test on your equipment. Compare the quality with any single- 
duty duplicating papers. You'll find the name of your distributor 
of A. B. Dick products listed under Duplicating Machines in the 


classified section of your koe book. vit him today with the 


“AB DICK 


DUPLICATING PRODUCTS 


*This offer is good anywhere in the 
United States East of the Rocky Mountains 


For More Information Circle No. 256 
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ard pre-billing invoice set and sent a 


copy of each order to the factory. 
Since the company processed about 100 
orders a day (each order averaging four 
lines and each line five different color 
items) 2000 separate items had to be 
grouped and tallied before production 
orders could be issued. This method re- 
quired two full-time clerks and resulted 
in too many errors. 

lo improve the situation, a spirit sys- 
tems duplicator was purchased on trial. 
The machine produced all the copies, 
including unit media (one copy for each 
order line) from one master. The unit 
media considerably reduced the time 
necessary for computing production re- 
quirements. The individual slips could 
be sorted and resorted by style, prod- 
uct and size and tallied by classification. 
This reduced the clerical effort required 


Order line slips are used to pick items 
after the last production operation. Slip 
also is used as instructions for boxing and 
labeling. 


86 


from two full-time clerks to one part- 
time clerk. 
ated additional problems. 

Since only one function could be per- 


However, the machine cre- 


formed on the machine at any one time, 
key operations such as billing or order 
preparation suffered on days when 
paperwork was heavier than usual. Such 
The 


another 


fluctuations are normal. obvious 
ma- 
After 


six months, we decided to seek an al- 


solution was to 


chine, but this was not desirable. 


procure 


ternate solution. 

Since the use of individual order line 
copies had proved a success, we set to 
develop a form that would retain this 
phase. A 13-part form was designed 
to perform every function from order 
preparation through billing without re- 
quiring any further paperwork other 
than writing production orders. 
tially, this form fulfills 90% of overall 


Essen- 


needs. 

Designing the form required some 
research. Many tests were made using 
various grades of paper and different 
typewriter platens, settings and _ type. 
After a combination of 
these form 


was laid out. 


satisfactory 
factors was obtained, the 


Since we were interested 


in using a standard 8142” x 714” invoice 
utilization was important. 


size, 
Seven 
cause an investigation of previous or- 


space 


order lines were allocated be- 
ders showed this would cover 92% of 
All individual 


sheets had to be the same size and con- 


the cases. order ‘line 


tain the order number date, ship to and 


sold to data. This was accomplished 


by varying the top perforation stub 


1/3” (double typewriter spacing) for 
num- 


each respective part. Ihe order 


ber and date were placed on the left 
OFFICE 
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aPES ANTS 
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Whatever your figuring need, there’s a 
Burroughs Adding Machine with the 
right features, the right capacity and 
the right price for you. For Burroughs 
has the most complete line of adding 
machines in the business—a line fea- 
turing the compact Ten-Key and the 
Td full-keyboard Director. For your dem- 
SEE THE NEW THRIFT. Onstration without obligation call our 


BURROUGHS 
LINE, TOO! Smart, low-cost local branch or dealer today. Burroughs ADDING 
adding machines by Burroughs. 


Hand-operated. Finished in Division, Burroug is ¢ orporation, MACHINES 
attractive Amber Gray. Detroit 32, Michigan. Burroughs—TM 
For More Information Circle No. 455 


Burroughs 








OFFICE 
261 FIFTH AVENUE 


Lowe.. Deer Store 
5 Main STReert 
Lowiit, Mass. 





qlenc., 


NEW YORK 16, N. ¥ 
Pel ORegos 90646 


cmicaeo 
orrice-snowroom 
208 S. STATE STREET 


13919 


F wT 
SHOWROOM Acme th 








Original copy of the 13-part form (see page opposite). 


side because the order line slips are 
used to identify material in process. 
[he slips and interleaved typewriter 
carbon paper were shingled in the forms 
set and the form was designed for use 
in window envelopes. Columnar spac- 
ing was arranged as needed and a prod- 
uct coding system was introduced to 
insure that each line would re- 
quire only one line of typing. 


order 
Pencil 
carbon paper was used between invoice 


copies because we extend and price in- 


voices with a ballpoint pen. 

Basically, the 13-part form is three 
forms in one. Part four 
invoice copies, the carbon remaining in- 


I consists of 
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tact when removed. Part II consists of 
a factory copy and a packing slip-label 
combination; spot glued to insure their 
remaining together during order pro- 
cessing but 
shipping. 
ndividual 


easily separated prior to 
Part III consists of the seven 
order line copies. All 13 
copies are prepared at one typing. Here 
is the complete procedure: 

The customer’s order is reviewed for 
prices, credit, etc. Then Hygiene’s or- 
der form is typed in its entirety except 
for pricing data. If the order contains 
less than seven order lines, the excess 
copies are removed from the form prior 


to typing. Such blank copies are sent 
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STarmist 


GOLOEN own 























Ihe seven order line slips which are part of the form on the opposite page. 


to the factory to be used for replacing 
damaged copies, special cases, etc. 

[he order form is checked against 
the original order and then separated 
into its basic components: (1) invoice 
set-is placed in the open order file; (2) 
factory and packing slip copies together 
with (3) order line slips are sent to the 
factory. 

Orders are reviewed by the plant su- 
perintendent. Depending upon delivery 
requirements and material availability, 
orders are separated into production 
lots (usually from one to three lots are 
made daily). 
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Each lot is designated by a produc- 
tion color such as “green lot,” “blue lot,” 
etc. All factory, packing slip-label and 
order line slips comprising a_ specific 
lot are stamped to show this color which 
identifies production with orders. All 
product items in a lot carry a corre- 
sponding colored tag during the manu- 
facturing process. 

Lot production requirements are 
computed by sorting the order line slips 
by style and product, and posting the 
summary figures of each classification 
to a production order. The order line 
slips are then divided into three basic 
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Boxed and labeled items are routed with 
order line slip to dispatcher who checks 
items on the factory copy and writes the 
assigned collection bin number on the slip. 


production categories: (1) shower cur- 


tains; (2) window curtains; (3) sets of 
matching shower and window curtains. 
[his facilitates 
All related 
label combination and order line slips 


are placed in a hold file by lot until the 


future order picking. 


factory and packing slip- 


items are manufactured. 


Production orders are _ processed 
through the finished goods stockroom. 
Items that can be allocated are selected 
and placed on stock trucks which are 
held until the balance of the lot can be 
produced. The quantity picked out of 
stock from the total lot 
requirements and the balance is manu- 
Usually, about 20% of a 


finished 


is subtracted 


factured. 
lot is from 
stock. 


During the last manufacturing opera- 


gathered goods 


tion (folding) the items are sorted by 
style and product and placed in steel 
shelving bins. The corresponding order 
line slips are used by order pickers as 
operating instructions. (Note: 
ously, an entire lot had to be completed 
prior to order picking. With the indi- 


previ- 
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vidual slips, several lots can be handled 
at one time. This has speeded handling 
time and leveled the former fluctuating 
workload). After the 


been picked, the products with the slip 


merchandise has 


go to the boxing and labeling depart- 
ment to be ‘packed and labeled accord- 
ing to the order line slip. The slip 
shows the customer’s name as the key 
to which box must be used and also 
shows the basic data needed for correct 
labeling. 

At the time a lot is being completed 
in the folding department, the shipping 
foreman removes the corresponding 
factory and packing slip copies from the 
lot hold file. 
collecting the order, depending upon 


The bin num- 


He assigns bin space for 


the size of the order. 


ber(s) are marked on the factory copy 
which in 


turn are given to the dis- 


After entire order is boxed and labeled, 
factory copy is sent to shipping depart- 
ment with last group of items to indicate 
order is ready for shipment. 
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“3 
PHILLIPSBURG INSERTER JOINS 
BELL & HOWELL PRODUCT LINE 


Bell & Howell, Chicago, recently acquired 
the company which manufactured the Phillipsburg Inserter. 
This leading mechanized mail processing machine is now 
made by Bell & Howell Phillipsburg, successor to the Insert- 
ing and Mailing Machine Company. Thus, the Phillipsburg 
Inserter joins the Bell & Howell family of “Finer Products 
Through Imagination” —a world-renowned line of motion 
picture and photographic equipment. 

Bell & Howell Phillipsburg now offers all 
users of mail processing equipment the expanded marketing 
and service facilities of an international organization. When 
management requires the flow of ideas through the printed 
word...compelling pictures...or the clarity of sound, Bell & 

Howell equipment will fill the need 
with speed, accuracy and flexibility. 


f 


~ Bell & Howell 
» Phillipsburg 


PHILLIPSBURG, NEW JERSEY 
Inserting and Mailing Machine C 


Information Circle No. 299 - 
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patcher. The packing slip-label copy is 
left in the assigned bin. 

Items boxed and labeled are routed 
through the dispatcher with their cor- 
responding order line slip. The dis- 
patcher checks what has been boxed 
and labeled on the factory copy and 
writes the assigned bin space on the or- 
der line slip. The material with its slip 
is placed on a truck and moved to the 
collection area. This is repeated until 
the factory copy shows that all items 
are boxed 


and the order 


ready for shipment. The factory copy 


and labeled 
is placed with the last group of boxes 
to indicate to the shipping department 
that the order is complete. 

The completed order is removed from 
the collection area. 
are checked against the material and 
against the packing slip to insure against 
errors. If the material is 


The order line slips 


correct, 


—— 


es 
“eee 


The last : 


tep is to check all items on the 
order and ship it. 
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shipped and the factory copy with the 
corresponding order line slips are sent 
to the office for billing. 

The invoice set is removed from the 
open order file and prices, extensions 
and totals filled in. 
are distributed. 


[he invoice copies 
The 
stapled to the original order and placed 


factory copy 1s 


Che order line 
slips are held until the end of the month 


in the closed order file. 


when they are used for sales and prod- 
uct analysis (Back 
which occur only occasionally, are in- 


reports. orders. 


itiated by the factory. The second set 
of invoices are prepared from padded 
forms.) 

Producing separate copies for each 
order line (complete with order number 
and date, ship to and sold to data) has 
resulted in a labor savings of 112 clerks 
It has also reduced the time for issuing 
and has 
considerably improved the accuracy of 


production orders about 50% 
these orders. In addition, control over 
the flow of work through the warehous- 
ing operations has been strengthened. 

he snap-out form and electric type- 
writer combination required a low capi- 
tal investment. 
cost $840. 
much wider range of applications. The 


[wo electric typewriters 


The typewriters aiso have a 


13-part forms cost 6c each in lots of 
20,000. 
handled by regular office personnel. 


The system is flexible and easily 


The form described in this system is 
very flexible and has many application 
possibilities. It can be readily adapted 
to many businesses. However, the num- 
ber of copies, weight and grade of pa- 
per, size and layout must be tailored to 
This, of course, 


thor- 


a specific application. 
can only be accomplished by a 
ough systems investigation. 
OFFICE 
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Gilb ert Papers 


BUT THE FAIR DESERVES THE BRAVES. And SETTER 


oTTS 
oom 7 AV 


~ 


Vb) 


FipeR 


PAPERS 


A good letter is always better...written on a Gilbert Cotton Fibre Bond 
For More Information Circle No. 218 
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Setting Standards for Jobs 
That Require Mental Decisions 


ARTHUR E. FAIN, Supervisor, Supervisory Control Standards, 
Pratt & Whitney Aircraft Div., United Aircraft Corp., East Hartford, Conn. 


standard time values for work 


5 poe CAN YOU possibly establish 
which requires judgment and the mak- 
ing of important decisions? This ques- 
tion is frequently asked of me in my 
capacity as administrator of an office 
standards program which currently in- 
2100 employees and is. still 
growing. It is a reasonable question and 


cludes 


a formidable one to answer. There are 
variations of it which all center around 
the difficulties involved in measuring 
mental processes. These questions on 
this same theme include the following: 

1. Can creative work be measured? 

2. Since the application of standards 
implies the desire for higher produc- 
tivity, will this increased speed result in 
poorer quality and more errors, particu- 
larly in those tasks which call for the 
making of important decisions? 

In offering answers to these ques- 
tions, I will first briefly 
work measurement as a broader topic. 
In its history and psychology there lies 


discuss office 


a portion of the answers to these specific 
questions. The application of standards 
to office and clerical operations is a 
logical extension of scientific manage- 
labor activity 


ment from direct into 
indirect operations. In the factory, time 
and motion study is an advanced pro- 
fession used by practically all industries. 
The skills of the practitioners have 
steadily increased over the years. Stand- 


ard time data has been gathered, de- 


I 


fined, examined and re-examined until 
the margin of error has steadily lowered 
and the accuracy of the direct product 
cost made increasingly true. 

The extension of this technique to 
office and record keeping operations is 
considerably younger and therefore less 
proven. There are relatively few formal 
centralized programs and most of these 
are less than nine years old. There is 
considerable distance still to go. 

A basic 
further progress, is the very large dif- 
ference in approach between develop- 


realization, essential to 


ing Office standards and direct product 
standards. Once the have 
been developed, the end uses can be 
similar but the technical 
developing an office or clerical standard 
is far different from setting a factory 
standard. It has been my experience that 
those office standard programs which 
over the same basic approach 


standards 


process of 


carry 
used in the factory generally are con- 
fined to the lower grade office tasks. 
They never are able to take on the full 
potential existing in the total office. 

In the case of direct labor standards, 
the industrial engineer is working with 
a tangible product built within estab- 
lished tolerances. There are variations 
and exceptions but these are minimized 
at the work station by prior work of 
the design engineer, process planner and 
tool designer. 

On the other hand, the human equa- 
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IN OFFICES, PLANNED AND FURNISHED BY GF 


...PEOPLE ARE tore, pode, 


Generalaire desks are specifically designed to help employees do their 
particular work better and with less effort. 


GF offers—in one comprehensive package —everything needed to create 


pleasant, work-conducive office surroundings...complete space and work-flow 


planning...a complete line of job-selected business furniture ...complete 
design and decorator services. 


To learn all about GF furniture and services, call your local GF 
branch office or dealer. The General Fireproofing Company. 
Dept. L-12, Youngstown 1, Ohio. 


= G5 > GENERAL FIREPROOFING 
MODE-MAKER, GENERALAIRE, 1600 LINE DESKS « GOODFORM 
CHAIRS ¢ SUPER-FILER « SHELVING ¢ PARTITIONS 


For More Information Circle No. 255 











tion is present in high degree in office 
operations. There are many exceptive 
situations, many contingencies 
many selections of alternatives for the 
employee to use in performing the task. 
There is also a greater job enlargement 
whereby the same employee performs a 
multiplicity of duties. Therefore judg- 
ment mental 
tinually being made, not only in per- 
forming the task at hand but in 
determining what to do next. Another 
em- 


and 


and decisions are con- 


office 


more options and 


significant difference: the 
ployee has many 
decisions in scheduling his own work, 
compared to the factory employee. 

Once these differences between fac- 
tory and office are understood and re- 
spected, our approach can be established 
accordingly. Standards can be estab- 
lished for tasks requiring judgment and 
mental decisions to a very great degree. 
I submit that almost all work done in 
accordance with standard practice in- 
structions can be measured and con- 
trolled. This does not include creative 
work which is discussed separately in 
later paragraphs. 

The important consideration is not 
whether a standard can be established, 
but what type of standard should be 
developed. If the work being done is 
recurring, and is of a high volume 
requiring a large number of manhours 
to perform, it may justify a detailed 
analysis. The result would be a uniform 
time standard developed from either 
standard data, a levelled time study or 
synchronized motion pictures. On the 
other hand, if it is done infrequently or 
is highly complex, a expensive 
approach would be practical. 
Evaluated production 


less 
more 
records or an 
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estimate may be sufficient to provide 
the criteria for comparison. Either 
engineered or estimated, the final result 
does constitute a standard. At this point, 
I call your attention to the appropriate 
definition of a standard in the box on 
page 101. 

It is important to emphasize that in 
the development of unit time standards 
for office and clerical operations, per- 
fection is a far off, probably unattain- 
able goal. Much can be accomplished 
by affirming and establishing the truest 
time value at the time the study is 
made, but the door is always open to 
further improvement. 


There are four basic steps in estab- 


lishing standards for office operations: 


1. Introduce and indoctrinate super- 
visors and employees. This important 
requirement provides the 
assurances and enlists participation. 

2. Determine what is being done. 
Here is one of the pronounced differ- 


necessary 


ences with measurement in the factory. 
There is generally a much smaller avail- 
able background of office operations 
analysis done previously and the analyst 
must first map the procedures using 
flow charts and other media. Take par- 
ticular care to include descriptions of 
all exceptive situations, contingencies 
and variables. Fairness dictates that re- 
curring trouble situations be given as 
much cognizance as the main flow of 
work. 

3.. How often is it done? The differ- 
ence between the factory approach and 
the office widens further here. Answers 
must be obtained concerning the total 
volume of the work processed during 
a typical month or week. Then the true 
relationship of variable and exceptive 
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"ROGERSNAP 
CARBON 
SECOND 


in the NEW.... 
®Flip Out Dispenser Box 


Now the stationer has a package that will sell 


more Carbon Second Sheets! A quality prod- 
uct in an efficient dispenser, plus a powerful 
merchandise sampling tool that does the sell- 
ing for you! And it will be sold exclusively 
through Stationers. 


R N A Here's a new 
O G E R S P “Goldmine” for the 
Always clean hands BUSINESS FORMS Stationer. Write 

~, because they never P. ©. BOX 10425 DALLAS 7, TEXAS saaeeaieians 
~*" ‘touch the carbon. : 
For More Information Circle No. 248 
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‘We’ve eliminated 2/3 


of our paper work . . .with our new 
» Ozalid Order- Writing 
4 m and Invoice System”’ 


IT BEGAN ONE DAY LAST YEAR. 
| WAS TALKING TO OUR 
METHODS MAN... 


WE PUT ON 2 MORE BILLING TYPISTS 
AND STILL OUR BILLS ARE LATE! WHY? 
LET ME SHOW YOU 

SOMETHING 


RIGHT AFTER THAT WE LOOKED @ a 
INTO THE OZALID SYSTEM... 


| MUST ADMIT | WAS SKEPTICAL 

AT FIRST, BUT THIS OZALID SYSTEM | 
IS TERRIFIC. WE CUT OUR CLERICAL | 
EXPENSE 80% OUR BILLS GO OUT 
THE SAME DAY! q 


AND WE'RE TURNING OUT 
PAPER WORK FOR NINE DIFFER- 
ENT DEPARTMENTS FROM THE 
SALESMAN’S ORIGINAL. OZALID 

BEATS RE-TYPING ANY DAY 
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RN |S RES, RN 
ALL THOSE ARE WASTED RE-WRITING OPERATIONS. OUR | I’M SURE YOU'LL BE ABLE TO 
SALESMEN WRITE ORDERS. THEN WE TYPE THE SAME HANDLE ALL THAT PAPER 
THING OVER ON SHIPPING TICKETS, ACKNOWLEDGE- WORK IN JUST ONE WRITING— & 
MENTS, BILLS, BACK ORDERS. THE SAME DATA! WITH AN OZALID SYSTEM 
: LET ME EXPLAIN IT 


Lowest Cost Per Copy—Ozalid Direct Copying ends wasteful ‘repeat writing”’ 
in every department . . . makes dry, perfect copies in seconds. And a letter- 
size sheet of Ozalid paper costs you less than a penny—lowest cost per copy 
of any copying process. 


OZALID 
IN FACT, PURCHASING’S 
INSTALLING THEIR OWN 
"Wr OOZALID SYSTEM. THEY DIRECT COPY SYSTEMS 
LIKE OURS SO MUCH! COPY / 
“3 A Division of General Aniline & Film Corporation 
In Canada: Hughes Owens Company, Ltd., Montreal 


SEND COUPON FOR FULL SAVINGS STORY 


Ozalid, Dept. Z-4 
Johnson City, N. Y. 


Please send more information on Ozalid One-Writing 
systems for these departments: 


| {_] Purchasing [_] Order-Invoicing | Accounting * 
| {] Receiving [ ] Production Control [] Engineering 


Name 





L PLEASE PRINT) 
Position 





Firm 





Address 
| City State 
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‘“..and | prefer the 
EVER READY 
Calendar because... 


Ed Moulton, Manager of Sheeting Department, Fieldcrest Mills 


. the extra magnifying power of the top 
window makes the twelve month calendar 
really useable. And, believe me, that key slot 
idea makes it so easy to remove page stubs 
or to insert new refills. Then, too, | like its 


One of the many styles of adaptability; it goes so well in my office.” 
Ever Ready Calendars. 


No. 55—Page Size 5” x 8” Ever Ready Calendars have always been the 
choice of busy executives. Now they are find- 
ing that the new desk mate colors — Desert 
Sand and Mist Green — match other accessories; make it so easy to carry out 
an office decorating scheme. And when you consider Ever Ready’s other 
popular colors and several page styles — you'll agree it makes sense to buy 
Ever Ready. It pays, too, as your dealer will tell you. Ask him today. 











EVER READY CALENDAR MANUFACTURING CO. 


SO BAY STREET. JERSEY CLI... Mw Feeere 


For More Information Circle No. 444 
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WHAT IS A STANDARD? 


A standard under modern scientific management is simply a carefully thought 
out method of performing a function, or carefully drawn specifications covering 
an implement or some article of stores or product. The idea of perfection is 
not involved in standardization. The standard method of doing anything is simply 
the best method that can be devised at the time the standard is drawn. Improve- 
ments in standards are wanted and adopted wherever they are found. There is 
absolutely nothing in standardization to preclude innovation. But to protect 
standards from changes that are not in the direction of improvement, certain 
safeguards are erected. These safeguards protect standards from change for the 
sake of change. All that is demanded under modern scientific management is 
that a proposed change in a standard must be scrutinized as carefully as the 
standard was scrutinized prior to its adoption, and that this work be done by 
experts as competent to do it as were those who originally framed the standard. 
Standards adopted and protected in this way produce the best that is known at 


any one time, 





Standardization practiced in this way is a constant invitation to 
experimentation and improvement.—Morris L. 
Foundation for the Advancement of Teaching. 


Cooke in Bulletin 5, Carnegie 








situations to this total volume must be 
established. 

4. Determine the normal fair time 
allowance for an average employee 
working at a fair rate of speed. This 
final step can be done properly only 
after it is known what is being done and 
how often it is done. 

These basic rules of approach form 
a background for the answer to the 
introductory question, “How can stand- 
ards be established for tasks requiring 
judgment?” Part of this answer lies in 
the dictionary definition for the word 
“judgment,” which says that to judge is 
“to have knowledge sufficient to decide 
on the merits of a question.” Thought 
processes occur simultaneously with 
mental and physical actions such as 
reading and writing. While we are 
reading or writing, we are also simul- 
taneously evaluating and judging. The 
accuracy of judgment does not require 
a separate time period devoid of all 
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physical effort whereby we can sit back 
and arrive at a decision. It does, how- 
ever, require that full and ample time 
be allowed for reading or listening to all 
information pertinent to arriving at a 
decision. 

If a measurement study has carefully 
considered all physical elements neces- 
sary to make the and has 
made a fair time allowance for each, 
it is a reasonable expectancy that the 
judgment and decision will have been 
reached by the time that the physical 
process has concluded. There will be 
some cases where, after all available in- 
formation is examined, there is still no 
basis for a decision. There are other 
complexities also, but the major point is 
that a standard can be established for 
many activities involving responsibility. 
It is important that, at the very least, 
the study be made. Through ingenuity, 
imagination and extra time allowances 
for further review and supervisory con- 


decision 
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sultations, criteria for comparison 
(standards) can be placed in operation. 

Often the responsibility factor is sub- 
mitted as a basis for not introducing 
work measurement to higher. grade 
positions. Actual examination, however, 
will show that it constitutes a small 
portion of the total elapsed time used. 
If it is a recurring responsibility involv- 
ing large volumes, standards can aid 
quality control by emphasizing the 
need for allowing time for regular 
checking and review operations by the 
same or a different employee. 

The second question in the intro- 
ductory paragraphs concerns the effect 
of increased speed on quality and 
accuracy. Experience has definitely 
established that there is no correlation 
whatsoever between higher productivity 
and lower quality. People who work at 
a slower pace often make more errors 
than a faster employee. A favorable 
smooth rhythm pattern for doing the 
work will produce more work accu- 
rately. Errors germinate from _ poor 
placement, inadequate training and 
wrong attitudes. If an individual is 
asked to work harder and thereby pro- 
duces more errors, chances are that 
there was a higher proportion of poor 
quality at the lower rate of output. 
Don’t try to lower or remove the stand- 
ard, but examine the methods used and 
provide the employee with the heip and 
instruction needed. 

The third question concerns the 
application of standards to creative 
work. There are many types of work in 
business which require combinations of 
skill, manual dexterity and talent from 
the individual employee. These include 
tasks such as artwork and illustrating, 
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designing, 
planning, 


retouching, tool 


process 


drafting, 
laboratory 
and others. 

I have often been asked by super- 
visors of this type of work for assistance 


testing, 


in developing a yardstick for comparing 
and controlling productivity. The cost 
of developing standards for such types 
of work is prohibitive at present. There 
are rules of thumb which can make 
output analogous to some other factor 
such as footage of blueprints produced 
or laboratory tests made. Another form 
of control is to use advance estimates 
and make comparisons with actual time 
used. This can be further refined by 
classifications of work into basic cate- 
gories, building a library of actual time 
data for each category. These experi- 
ence records, if accurately and con- 
tinuously compiled, will eventually pro- 
vide some standards. They certainly will 
be a_ substantial gain 
opinion or no idea at all. 

The usage 
mechanical devices for measuring utili- 
zation will eventually become a factor 


over personal 


increased of  electro- 


in measuring all types of work. Load 


survey recording devices can be in- 
stalled to accumulate the total operat- 
ing time of almost any type of equip- 
ment. They are also equipped with 
display attachments to show at what 
time during the day the equipment was 
operated. These machine times 
can be used as a standard alone or by 


base 


adding a percent for handling, set-up 
and other factors. 

However, while prospects for future 
productivity control in creative work 
are good, there is currently no uniform 
approach to standards in this type of 
work. The immediate alternative is 
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FAST FILING PLUS PROTECTION 


ONLY. SPACEFINDERS give you the speed, convenience, 
and economy of shelf filing in a complete, enclosed unit with 
the dust, dirt and fire protection of drawer files. 


See how girl can instantly read thou- 
sands of side tabs—clearly visible, 
readily accessible. At left, note hand- 
some modern design, neat appearance 
with doors closed. , 










Find out how Spacefinders pay for 
themselves once a yea: —by saving 
you time, space and money every day! 


rAE 


rronpweo ts co. 


(Fla dbdhbddhhtdbhhtststssAsthitstitststhd 


TAB PRODUCTS CO. 
995 Market Street, San Francisco 3 


At no obligation, send 24 pp. Spacefinder brochure 
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PERFORMANCE REPORT-SUMMARY 
"XYZ" Company 





Department: 


Section: 


Illness and emergency 
Vacations 
Holidays 
OTHER 
Loaned Services 
Trainee Allowance 
Special Assignme 
Overtime Premium 
7 
T 


otal 


NET AVAILABLE HOURS 





STANDARD MAN HOURS 





PERFORMANCE VARIANCE (3 Minus 4) 





OPERATING EFFECTIVENESS THIS MONTH (4 ¢ 3) 





PREVIOUS MONTH 





YEAR TO - DATE 





REGULAR EMPLOYEES ASSIGNED TO DEPARTMENT__12_ NUMBER IN MEASURED GROUP___10 





START OF SURVEY - TOTAL EMPLOYEES IN SECTION 14 NUMBER IN MEASURED GROUP_12 








SUBMITTED BY APPROVALS 











Budget creative time until standards (green figures) can be set. 


closer supervision, selection and train- which is controlled by standards. The 


ing, until standards can be provided. 


It is recommended that time used by 
creative groups be budgeted in much 
the same manner it is for a 


section 


104 


sample Performance Report Summary 
illustrated shows a monthly reconcili- 
ation of hours used. This provides the 
supervisor with a start on the road to 
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COME 
ERE iginal Orders _ 


Just like that —in seconds — Bruning Copyflex 
machines reproduce invoice copies directly from 
original written or typed orders. No retyping or 
rewriting of order information, no proofreading, 
no clerical copying errors! You slash clerical 
work and costs, get invoices out days earlier, 
speed service to customers! 

No matter how complex or specialized your 
order-invoice operations may be—whether you 
use single sheet, snap-out or continuous forms 
— Copyflex puts it fast, 
writing basis. Saves writing of separate invoices 


on a simplified, one- 
And where multiple shipments are made against 
the same order, separate writing of all shipping 
papers and invoices for each shipment is also 








THE OFFICE 


(BRUNING ) 
 Copytlex 


___ THE: RE 
hpvorees 


eliminated. Conversion to the Copyflex method is 
simple: the original order form is printed on ordi- 
nary translucent paper suitable for reproduction 


GO, 
and Copies! 


Copyflex makes sharp, black-on-white, copies 
(or color-tinted, if desired) of anything written 
typed, or drawn on inexpensive translucent paper 
Any number of copies can be made... and at 
less than a penny each for materials for 8 x 11 
Machines are clean, quiet, and odorless. They 
are available with copying widths up to 54” and 
low as $555 for the table model 


s1ze 
are priced as 
shown above. 

You owe it to yourself, your company, and your 
customers to investigate Copyflex by mailing the 
coupon, now 


Send for Free Copies! =mammrme |. 


Charles Bruning Co., Inc., Dept. 42-G } 
1800 Central Road, Mt, Prospect, Il. Sex 
Offices in Principal U. S. Cities 

In Canada: 105 Church St., Toronto 1, Ont 


Please send me booklets on Copyflex for [] Order-Invoice 
() Other Applications. 
Title 
Company 
Address_ 


ss __County 


For More Information Circle No. 3 
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standards. He has an opportunity to 
see the relationship of time available 
for work as compared to fringe time 
such as absence, holidays and vacations. 
Overtime usage, borrowed and loaned 
time will be re-capped on a month-to- 
month basis. The colored figures in the 
illustration will be blanks because there 
will be no standards available to make 
these computations. 

The immediate opportunities for sav- 
ings and improved operations through 
work measurement are so great in regu- 
lar office and that the 
lack of an adequate measurement tech- 


clerical work 
nique for creative work is not a matter 
for prime There are 
some interesting possibilities in this con- 
nection, however. Our country is faced 
with a need for 
neering talent. More engineers must be 


consideration. 


long-range engi- 
trained and more mileage must be ob- 
tained from the The 
proven concept of higher productivity 
through standards 


available talent. 


if successfully ap- 
plied to design work, testing and other 
engineering activity—can make an im- 
portant contribution to the country’s 
welfare. 

One plausible explanation for the 
high level of productivity of our people 
is that we are highly competitive by 
nature. In our sports and in our daily 
interested in 
We are 
interested in achievement, but our full- 
est enjoyment when we 
make comparisons with past perform- 
We have 
par for the golf course, weather bureau 
comparisons, baseball 


lives, we are constantly 
the challenge of a situation. 


comes can 
ance or with that of others. 
encyclopedias, 


track and field records and many others. 
In industry, and particularly in the 
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office, this national instinct for better- 
ment offers a tremendous potential. Use 
these competitive instincts for higher 
productivity with standards developed 
through work measurement. This arti- 
cle has centered around questions which 
raised in connection 


Effort should be 


are frequently 
with such programs. 
made to apply work measurement as 
comprehensively Despite 
the problems of establishing standards 


as possible. 


for complex and responsible tasks, these 


should be approached positively and 


The 


exclusion of employees from a stand- 


a standard obtained. automatic 
ards program, on the grounds that their 
task is too complex, weakens the total 
program. Potential savings are lost 
and inequities created. A measurement 
program is much more effective when 
it covers the majority of employees. 
Those who diligently try 


better than, the 


to produce 
at, or standard, con- 
sider it unfair for large numbers of 
their fellow employees to be excluded 
from the same type of controls. 

An office standards program is bene- 
ficial to the employee as well as to 
management. The employee knows 
that management is aware of the job 
he is doing and how well he is accom- 
plishing it. We gain personal satisfac- 
tion and pride from our contribution 
to the overall effort. It is a prime ob- 
jective of a standards program that this 
need for personal dignity and recogni- 
acknowledged. The normal 
employee will produce his fair share of 
any individual pressure 
provided the supervisor 
knows what this fair share is and pro- 


tion be 


work without 


whatsoever 


vided the work is scheduled and loaded 


properly to the employee. 
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We had to repeat 
this free offer! 


Since first offering these two manuals last year, 
we have received a total of 5,945 requests for copies! 
That's why we're repeating this free offer for those 
of you who missed out the first time. 


The Mead Letter-Aider, created by 
nationally known letter-writing 
authority Earle A. Buckley, 

covers every kind of letter writing. 
It helps you write the kind of 


letters vou'd like to receive 


Mead’s easy-to-read Offset 


Printing Reference Manual gives 
scores of non-technical facts * 
and suggestions on how to 

add more interest and drama 


to all your printed material. 


‘ 
‘ 
‘ 
‘ 
‘ 
‘ 
. 
a! 
a! 


For either or both of these 
exceptional booklets, just ask 
your paper merchant salesman, 
or write The Mead Corporation, 
Advertising Dept. O-104, 

Dayton 2, Ohio. 


Sales Offices: Mead Papers, Inc., 118 West First 
Street, Dayton 2, Ohio « New York « Chicago « 


Boston *« Philadelphia « Atlanta 


For More Information Circle No. 442 
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. 43 Sold ‘and serviced in more than 100 countries, 
Internaticnal Export offices: Atvidabergs, Stockholm, & mis -Qdhner, Gothenburg, Sweden 

















forever 25 a long, long time... 


We are not suggesting that Swedish-made Facit and Odhner Business 
Machines will last forever—but— Here's what our dealers are saying: 


bs 


Take Milwaukee, for ex- 
ample. Mr. W. J. Crowley 


of Crowley, Inc., writes, 
“No Facit or Odhner ma- 


chine has ever been turned 
in anywhere in this terri- 


tory.”’ As far as we know 
other 


this is true of all 
territories too. 


ay 


Denver, too. Mr. Louis 
Santangelo, J. S. Stahl Co., 
Denver, Colorado, reports, 
‘“Facit and Odhner ma- 
chines are tooled and pro- 
duced with such precision, 
it is not surprising they last 
and last and last.”’ 


Why not find out for yourself the many, 
many reasons why a Facit Calculator or 


an Odhner adding machine is exactly 


the machine you need—for every 


detail on our quality line, write: 


FACIT, INC., 404 FOURTH AVE., NEW YORK 16, N.Y. 


235 MONTGOMERY STREET, SAN FRANCISCO, CALIF. 


Pioneering in Calculators since 1884, Manual and Electric. 


See your Classified Phone Book or write above address. 


For More Information Circle 
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And Reno. Mr. Norman 
Harper, Associated Busi- 
ness Machines, Reno, Ne- 
vada, states, ‘‘As far as we 
are concerned, the Facit and 
Odhner machines we've 
placed throughout our ter- 
ritory will still be operating 
when the next century rolls 
around,”’ 








Handling the Problem Employee 


B. W. ELSOM, Former Director of Employee Services, 


Boston Store, Milwaukee 


The Timid Worker 
This encouragement. 
Look for evidences of good work or 


worker needs 
signs of improvement for which you 
may praise him. He probably has an 
inferiority complex, and is fearful that 
he is not qualified to handle the job. 
Praise is the medicine for an inferiority 
complex. Be unusually patient 
friendly. 


and 


The Overaggressive Worker 


Explain to this worker that he will 
get farther if he has the cooperation of 
other workers. Explain further that to 
gain that cooperation he must observe 
the fair rules of the game. Show him 
that overaggressiveness is objectionable 
and will make him disliked by most 
people. Make him that 


there is an “out-loud” aggressiveness 


understand 
which people resent; and a quiet ag- 


gressiveness which enables one to reach 
his goals without arousing antagonism. 


110 





The Excitable Worker 

Iry to speak to this worker always 
in a calm tone of voice. He is less apt 
to be excitable when talking to you 
than group. If he 
shows signs of excitement, draw him 


alone when in a 
aside and urge that he take it easy and 
be calm. Sometime, when he is not ex- 
cited, it is well to have a quiet talk 
with him and explain that his habit of 
excitability makes it harder for him and 
the others with whom he works. 


The Overanxious Worker 


There are some workers who try too 
hard. Help such a worker to relax and 


to take the job more naturally. Trying 


too hard makes a person tense and 


more subject to mistakes. Try to show 


such a person he can do better work 


if he gets his sense of proportion in 


balance and doesn’t take himself too 


seriously. 
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“your copy 


in just 


4 seconds” 


The “Thermo-Fax” Copying Machine... 


compare copy methods; you'll use this one! 


You’ll use it because it’s so simple, quick and clean. 

ss Only a “‘Thermo-Fax’”’ Copying Machine gives you 

a e. modern dry process copying. There are no nega- 

al tives to make, no chemicals to pour. You get copies 

— in 4 fast seconds made by electricity alone. Copies 

\. © cost as little as 5¢ each. You save both time and 

sq NS » money. Call your dealer now for your demonstra- 

tion. You’ll see why you'll use this copy maker. 

IN 4 SECONDS Or send coupon below for details and free business 
communications idea book. 


MINNESOTA MINING AND MANUFACTURING COMPANY 
-~where RESEARCH is the key to tomorrow 


Minnesota Mining & Manufacturing Co. 
Dept. ES-48, St. Paul 6, Minnesota 

Send full details of the dry process THERMO-FAX 
“Secretary” Copying Machine and my free copy 
of your new book, Better Business Communications. 


® 
a 
A stance 


\S)/ COPYING PRODUCTS 
erooucr On 
“%, 
Vv 
™ REsearc™ as 


eee ee 
Company____ 
Address___ ae a 


"Thermo-Fax" and "Secretary" are 
3M Company trademarks 





oe eee 


For More Information Circle No. 203 
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New Copy-Fax X-7 formula ink was 
developed especially for Copying Machines. 
Tests proved its hi-fidelity reproduction 
quality. Performance earned it the highest 


rating in latest official copying ability study. 


Blue, red, black, and green... 

every Copy-Fax ink color reproduces picture 
perfect. Every line you write is copied 

in the sharpest detail . . . ends ‘fade outs” 
and missing lines, so common with 


old style ball pen inks. 


e Excellent for Thermo-Fax’s S.N.R. (Short Note Reply) 


program...saves time for executives and secretaries. 


¢ Smooth flowing quality of X-7 formula ink 


makes it popular for general office work, too. 


6408 


Test Copy-Fax ink 
performance with a 
COPY-FAX PEN ... the 
slim, trim writer you 
NEVER refill. Blue, 
red, black, and green 
ink. Medium Points, 
CF4059; Broad Points, 
CF 4059-B. Both 59c 


Copy-Fax blue, red, black, 
and green ink in these 
famous Micropoint 
products too... 


Fills-Any Refills .. . fit all 
ball pens. Medium Points 
CF 10, 49c 


Deluxe Retractable Pens 
. CF 50, $1 
Refills, Medium Points, 
CF 20, 49c 


Order from stationer, or 
write for free Copy-Fax 
Pen, giving stationer’s 
name and address. 


py |ICROPOINT, INC., DEPT. TO-1, SUNNYVALE, CALIFORNIA 


Creator of advanced writing instruments 


For More Information Circle No. 452 


TRADE-h 


MICROPOINT, INC 
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RIGHT .. 





in Employee Relations | 


ROUNDUP of day - to-day em- 
ployee problems and they 
handled by management. Each 


how 


A 


were 


incident is taken from a true-life griev- 
ance which went to arbitration. Names 
of some principals have been changed 


Can Office Machines Eliminate Factory Help? 


What Happened: 


Ten years ago, the company em- 


barked on a long-range cost reduction 
It did this because it found 
had fallen behind its 
One of the 


being out of 


program. 
that 
competitors. 


costwise, it 
reasons for 
line that, in 
competitors had 
equip- 
ment controls instead of manual meth- 
The 
utilizing punched card equipment. 
example: 


costs was 


many areas, the 


changed over to mechanical 


ods. company followed suit by 


For 


that 
had heretofore been gathered by clerks 


1. Sales statistical information 


in regional offices was transferred to 


tabulating machines. This did the work 
of four or five clerks. 

2. In the payroll department, 35 
clerks had made a manual payroll reg- 
ister, using job tickets which were pro- 
duced by timekeepers. By mechanizing 
this operation, 30 clerks were let go. 

3. Then they extended the modern- 
ization of their timekeeping _ pro- 
cedures by introducing key punching. 
This led to a reduction of timekeepers 
from 15 to nine. 
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The six timekeepers were members 
of the union. They 
the alternative offered by 
to take tests for other 


refused to consider 
management: 
be laid 
off. The union argued that management 
had no right to transfer 


jobs or 


jobs done by 
the timekeepers, to office 
personnel using punched card machines. 
The company argued: 
To stay competitive, 
anize. We are not 


its members, 


we must mech- 
transferring the 
timekeepers’ work to office people. By 
using tabulating machines, we have es- 
there- 
The timekeeper who 
worked with pencil and paper has been 


tablished a new procedure and, 
fore, new jobs. 
replaced by machines. 
eral theory of 
have the 


Under the gen- 
“management rights” we 
prerogative to eliminate or 





create work tasks. 
Was the Company: 

RIGHT ( WRONG 
WHAT ARBITRATOR PAUL PIG- 
ORS RULED: “ts the union correct 
in saying that the additional work now 
done by office personnel is the same 
work that was formerly done by time- 
keepers in the bargaining unit? It is evi- 
dent that the work, as now performed, 
is different. For example, ‘mark-sensing’ 
has been eliminated. More effective 
utilization of key punch equipment and 


enable 
management to originate and develop 
automatic reports of all kinds which 
been 
manual methods. 


other mechanized processes 


would have uneconomical by 
This is not a ques- 
tion of saving a little money at the ex- 
pense of the timekeepers. The objec- 
tive is to strengthen the company’s com- 
petitive position and, by so doing, make 
sure that there will be ample work op 
portunity for all concerned, members 
of the union and management.” Griev- 
ance denied. 


Can You Fire a Worker for Incorrect Incentive Records? 


What Happened: 

On incentive - rated jobs, employees 
kept the records, subject to spot checks 
by management. In checking the out- 
put of Mary R. one day, the supervisor 
discovered a discrepancy between the 
count and the amount recorded by the 
employee on her record sheet. Nothing 
was said to the employee about this. 
A week later, another check was made, 
and again there was a difference be- 


tween the number of units produced 


and the number recorded. When this 
happened a third time, the employee 
was called into the manager's office and 
fired. The employee filed a grievance, 
and in her defense she argued that it 
an honest mistake 


was all just care- 


lessness. The company maintained that 
a worker might be careless in record- 
ing her production output once, or even 
-but three much 
of a coincidence. 
Was the Company: 
RIGHT WRONG 


twice times was too 


WHAT ARBITRATOR EDGAR A. 
JONES RULED: “A repeated pattern 
of mistakes might have suggested 
fraud. But again, it might have sug- 
gested chronic carelessness. At no time 
prior to her discharge was the employee 
given so much as a warning, reprimand 
or corrective interview by supervision. 
The absolute silence of supervision from 
the moment of the first discovery of a 
miscount, and at all times thereafter, 
may or may not indicate that there 
were motivating factors in this case 
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Wondering 


about 


lundering? 














TY, 4 4 
p< a) . 
Lut bee U/6uawu 


wu with EZERASE the dreamy 
bond paper that makes any typist look like a super-steno 


A slip of the finger never shows on EZERASE because 


the flick of an ordinary pencil eraser wipes out typing 
errors as if by magic. 


Smart girls and budget-—minded 
bosses get ahead faster with 


MILLERS FALLS Trunas BOND AND ONION SKIN 





ee ee eee 


Se Ne ee ee 





EZERASE Bond and Onion Skin are available 


from your printer or may be purchased in 


packets or boxes of 100 sheets or in economi- 


cal 500 sheet boxes from your stationer. 


EZERASE Bond 


Watermarked. 25% Cotton Content 

Sues: G6" x 11°; Ge" x 15"; Se" x 14" 
COLOR: White 

FINISH: Cockle 

SUBSTANCE: 13 — 16 — 20 lb 


EZERASE Onion Skin 


Watermarked. 25% Cotton Content 

SIZES: 8" x 11"; 8)" x 13"; 83" x 14" 
COLOR: White, Canary 

FINISH: Cockle 

SUBSTANCE: 9 lb. 


7 MILLERS FALLS PAPER CO. + MILLERS FALLS, MASS. 


_ 





which the company did not choose to 
disclose at the hearing. Because of the 
impact of a discharge on the employee 
affected, some arbitrators insist that the 


facts necessary to sustain a company’s 
action be so proven as to put their ex- 
istence ‘beyond any reasonable doubt.’ ” 
The employee was reinstated. 


Is Employee Resentment Cause for Firing a Worker? 


What Happened: 

HVK had a good record for his work 
and attendance. One day, a witness be- 
the House Committee on Un- 
\merican Activities charged that HVK 
had been a member of the Communist 
Party. When HVK pleaded the Fifth 
Amendment before the Committee, he 
was fired by the company on the prin- 
ciple that his presence caused dissen- 
tion among employees, and that many 
of them refused to work with him. 
HVK filed a grievance and put up the 
following defense: 

l. My 
Congressional 


fore 


refusal to testify before a 


Committee is none of 
the company’s business. I have a good 
work record, and industrially I have 
done nothing to warrant being fired. 
2. Employee resentment against me 
is not of my doing. I have a right to 
take the Fifth Amendment. If that 
inakes me unpopular, it is not a suffi- 
cient reason for getting rid of me. Man- 
agement should judge me on my work 
ability and not my political views. 


Was the Employee: 
RIGHT (1 WRONG [) 


WHAT ARBITRATOR HARRY H. 
PLATT RULED: “I cannot agree that 
employees’ refusal to work with HVK 
warrants dismissal. A different holding 
would mean that any employee or group 
of employees could bring about the dis- 
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charge of another through the simple 
expediency of refusing or threatening 
to refuse to work with him. If the com- 
pany yielded in one instance, would it 
not be obliged to yield in similar in- 
stances, whether or not there were jus- 
tifiable reasons for the threats? Suppose 
a small group of employees refused to 
work with a supervisor whom they dis- 
liked? Would the company be obliged 
to countenance such interference with 
its right to manage the business and di- 
rect the work force? I hardly think so. 
More than once the question has arisen 
as to the company’s rights if an em- 
ployee refuses a proper job assignment, 
and a clear answer was given each time. 
The company was not powerless to deal 
with the threatened refusal of a few 
employees to work their proper assign- 
ments.” The employee was reinstated. 





No Repetitive Writing in 


This Order-Invoice System 


JOE J. GIBEAULT, Senior Specialist——Office Procedures, 
General Electric Outdoor Lighting Dept., Hendersonville, N. C. 


E LIKE TO THINK we have 
fairer a high order of mecha- 
nized integrated data processing for 
order processing—assuming that IDP 
“the elimination of repetitive 
writing.” Here at GE, manual work in 
connection with order-invoices has been 


means 


cut to less than 20% of a one-writing 
operation. The remaining 80% of infor- 
mation is entered on our order forms 
from edge-punched cards. Thereafter all 
data is perpetuated and typed on inte- 
grated multi-copy forms by means of 


punched five-channel tapes processed 
through machines 
Our IDP 


order-invoice operation that called for 


new system replaces an 


never less than seven, and sometimes 


nine, separate and distinct typing or 


By elimi- 
nating almost all of these manual steps, 


card punching operations. 
we have been able to reassign people 
to other clerical jobs while raising order- 
invoice accuracy to an all-time high. In 
addition, we are able to gather by- 
product information far more efficiently 


Joe Gibeault and Dick Simon of the office procedures group at 
GE indicate the number of forms and punched cards, used for 
analysis and receivable recording, which are produced from a 
minimum of manual entry. 
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your company is judged 
by the office you keep! 


For More Information Circle No. 225 














Cole’s Modular Steel Desks... 

With good office space ata 

premium, expanding firms are using 

Cole Steel to gain greater per square foot 
efficiency out of existing quarters. 

Cole Modulars are designed with 
interchangeable tops, panels and pedestals 
MlameM dle (-Mcclile| Mom ir4-teelilemaclols: 

to meet changing office needs. 
Create a ‘‘new look” for your office—with Cole - Send for our latest catalog 








“ COLE -STEE L>) Cole Steel Equipment Co., Inc. + 415 Madison Ave., New York 17, N.Y.» Canada: 329 Dufferin St., Toronto, Ont. 








After incoming orders are priced and 
edited, most of the data is automatically 
typed on requisition forms from_ pre- 
punched cards with customer and item 
information. 


and economically than before. 

The Outdoor Lighting Department 
of General Electric represents one of 
the oldest businesses in the company. 
We manufactured searchlights for the 
Chicago World’s Fair in 1893 and es- 
tablished an Illuminating Laboratory in 
the West Lynn Works in 1899. Steady 
growth has characterized the 
company since that time including the 
Outdoor Lighting Department. The 
most recent evidence of such growth 
in the outdoor lighting business was the 


entire 


building of a complete new plant fa- 
cility in Hendersonville, N. C., in 1955. 
In the new plant we manufacture street 
lights and floodlights for use through- 
out the world. In both the manufacture 
and paperwork behind these products, 
the company-wide slogan, “Progress Is 
Our Most Important Product,” holds 
true. 

In a meeting on data processing at- 
tended by the officers of the five func- 
tional services of GE late in 1955, an 
agreement was reached that “the prime 


118 


objective is the development of inte- 


grated data processing systems which 


will provide quickly and economically 
the information required to control and 
expand the business, and to correlate 
the procedures used so as to control 
the flow of paperwork from the incep- 
tion of the the 
final recording of the completed trans- 


customer’s order to 
action.” Here at Hendersonville, the sys- 
tem works this way; incoming orders 
are priced and edited and then moved 
to the requisition unit which consisis 
of a Friden Flexowriter with motorized 
tape punch. Feeding through the ma- 
chine are three-part requisition forms 
in continuous, punched 
Kant-Slip sets designed and supplied by 
Standard Register Co. All are 
written on these forms. 

All information 


unde! 


marginally 
orders 
the 


pre- 


case 


is typed onto 
control of 
the 


complex 


requisition set 
punched program cards. In 
of repetitive customers and 
items, the program cards are actually 
typing. 


processed 


data cards, hence, automatic 


These edge-punched cards, 


A tape produced during the requisition 
typing is used to automatically prepare the 
eight-part invoice forms set. Refold tray 
at back of machine permits forms to auto- 
matically refold in order. 
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Facts from Copease 
about Office Copying Machines: 


the tpethl olrmt- Olfiee Copying. | fochined 


1. What copy limitations, if any, does each at lowest cost? 


z ? 
type of machine have: 4. Can anyone operate it? 


? 
2. Is it important to copy everything 5. Which machine is the fastest for 


3. Which machine will produce my copies general office copying? 


This booklet answers these important questions and shows why 
Copease quality means copies for less. The manual contains a test 
pattern which gives a true evaluation of all copying machines. Try 
the test pattern on your present copying machine. Then try it on 
Copease. See the difference: COPEASE COPIES EVERYTHING. Send 
for ‘THE TRUTH ABOUT OFFICE COPYING MACHINES” today: 


Me oe aggre’ cnet es 


COPEASE CORPORATION 


ae in Princija' 425 Park Avenue, New York 22, N. Y 
ities. ional Offices: 
mine. Regione! CMloes Gentlemen: Please send me a FREE copy of ‘‘THE TRUTH 


New York, 425 Park Ave. ABOUT COPYING MACHINES"....[ | would like to have a 
PLaza 3-6692 3-day FREE trial of Copease in our own office—without obli 


gation....0 
Chicago, 226 N. LaSalle St. 
STate 1-1383 


Los Angeles, 3671 W. Sixth 
St., DUnkirk 5-288! 





For More Information Circle No. 359 
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Order-invoice writing at the GE Outdoor 
Lighting plant is about 80% automatic 
from prepunched cards and punched tapes 
which perpetuate the data. 


through the Flexowriter reading unit, 
provide (1) the constant information re- 
garding the customer and item where 
data cards are used; (2) the codes for 
controlling the mechanical operation of 
the machine; (3) the codes necessary 
to extract information for the selected 
output tapes, and (4) the codes neces- 
sary to operate all other machines in 
the system, including the tape-to-card 
converter. The operator enters variable 
information such as requisition number, 
customer order number, date, quantity 
and notes. 

By actual count, the variable infor- 
mation amounts to than 20% of 
the entire information on the requisition 


less 


set where prepunched data tapes are 
Che from the edge- 
punched cards which, in addition to 


used. rest is 
providing data for the requisition form, 
set up codes for future operations. 
The requisition set consists of a mas- 
ter copy which, in the event of a pro- 
duction order, is used to reproduce the 
necessary number of production orders 
on a duplicating machine. The second 


120 


copy is used as a customer’s acknowl- 
edgment and the third copy is filed. 

Of the two tapes created during the 
operation, one is accumulated for all 
orders during the day 


and represents 


a record of information for orders- 


received statistics. This tape is sent to 


the data processing section and con- 
verted to punched cards on the tape-to- 


The 
other tape is attached to the file copy 
of the requisition set to be held for 
later use when the 
for invoicing. 

rhe requisition set, with the customer 


order 


card converter for later analysis. 
released 


order is 


moved to 
an inventory control position where it 


and tape attached, is 
is checked against stock records and 
production schedules. On those requisi- 
tions for which material is not on hand, 
the tape and file copy are held until a 
release can be 


made. Those on prior 


requisitions on which material has been 


This slave machine in the shipping office 
writes the shipping forms set. It is actu- 
ated by a tape fed into a transmission unit 
in the order processing office. 
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all around the office... 
procedural microfilming 
cuts clerical costs! 


From saving over an hour a day in the preparation 

of the daily check register to streamlining accounts 
receivable, “Procedural Microfilming”’ with the portable 
FLOFILM 9600 Microfilm Camera, will create savings 

in your daily business procedures 


Send today for actual 


applications showing 


how your business 
can save money with 
the FLOFILM 9600 
and free copies of 
“An Introduction to 
Microfilming” and 
“Procedural 
Microfilming”’ 


INCORPORATED 
Flofilm Division « Norwalk, Conn 
Sales and Service Offices in All Principal Cities 


Preparation of Check Register 


General Office Microfiiming 
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MICROFILM CAMERA 
First microfiln 
Procedural M 
* Motorized 
* Portable 

« Lowest Cost 


amera specifically designed for 
rofilm ng 


/ 


Ay Sala 7 pda al blr ala 
Flofilm Division, Norwalk, Conn 
Please send the f wing 


}) An Introduction to Micre 


Man 
Nome 
Company 


Address 


ual of “Procedur 

















produced are extended and noted on the 
copy. 

Invoicing consists primarily of in- 
serting the tape into a Flexowriter read- 
ing unit and allowing the machine to 
type automatically the information onto 
an eight-part Kant-Slip invoice forms 
set. The operator adds only the vari- 
ables which are the extensions, invoice 
number and date. If the shipment be- 
ing invoiced is not a complete ship- 
ment, the tape is retained to be used 
again for invoicing the next release. 

The eight-part invoice set contains 
three copies of the invoice which are 
sent to the customer, district warehouse, 
agent or consignee involved. The 
fourth, or billing, copy is distributed to 
the consecutive invoice file. The fifth, 
or district order service, copy goes to 
that office. The sixth copy to home of- 
fice customer file; seventh copy to dis- 
trict bill schedule; and one extra 


copy. On all of our Flexowriters, 




















Refold 
the forms to refold automatically after 


Standard Register Trays allow 


they are written. 

During the invoice writing operation, 
two tapes are auto- 
matically. The selected information tape 
produced on one punch represents the 


again produced 


sales and accounts receivable data for 
each invoice. Forwarded to the data 
processing department, the tape is con- 
verted twice to punched cards on the 
for crea- 


tape-to-card converter 
tion of sales department cards used for 


once 


analysis work and a second time for 
creation of collection district accounts 
receivable cards. The 
sorted mechanically by collection dis- 


latter cards are 


trict, partially listed and tabbed for a 
total by district to create our bill sched- 
ule, and then forwarded to the district 
for use in their 
data processing routines. 


Che 


accounts receivable 


selected information produced 

















and you think I should replace my secretary with that?” 
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Now, every office can control 
Payables, Receivables, 


Payroll, General Ledger 


with one versatile unit 


With just a single accounting tool, 
even small and medium-sized firms 
can today establish a mechanized 
accounting department. Larger 
firms, too, can now have efficient 
decentralized accounting. Flexibly, 
economically — without specjalized 
personnel. The new McBee Gen- 
eral Records Poster handles all 
your accounting work. Accounts 
payable, accounts receivable, pay- 
roll, general ledger — any opera- 
tion where related records can be 
created simultaneously. With 
greatest speed and simplicity. 

Your nearby McBee man will be 
glad to demonstrate the new Gen- 
eral Records Poster. Phone him, or 
send us the coupon below. 


$8750 Forms extra — in stock, 


or printed to your order. 


VICBEE 


GENERAL RECORDS POSTER 
ROYAL MCBEE Corporation 


Port Chester,N.Y 


To: McBee General Records Poster 
Royal McBee Corp. 

Westchester Avenue, Port Chester, N. Y. 

Please send me complete information on 

the new General Records Poster. 


Name____ 
Firm_____ 
Address. 

Type of Business 


No. of Employees 
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The girl can eas- 
ily roll 80 draw- 
ers filled with tab- 
ulating cards in 
this mobile stor- 
age installation at 
the Stanley Works, 
New Britain, Conn. 


Rolling Units Can Increase 
Your Available Storage Space 


BERNARD POMERANTZ 


N- MATTER how efficiently planned 


your present storage area appears 


to be, you may be wasting 50% of your 
space if you are using a fixed row type 
of storage area which requires one serv- 
ice aisle between every two rows of 
equipment. This is the opinion of firms 
which now have Dolin Mobile Storage 
installations. One was recently installed 


at Schering Corp., New Jersey manufac- 


f 
ne 
_— 


3 AISLES 


turers of pharmaceutical products. 
Here, instead of row after row of fixed 
shelving with a space-wasting aisle be- 
tween each row, are two compact solid 
banks of shelving with only one service 
Each three-row bank 
with the front 
two rows being mobile and consisting 
of dolly mounted shelves. Each mobile 


row has one or two units less than the 


aisle for six rows. 


has one rear fixed row 


Three aisles 
are needed 
for the fixed 
shelving (at 
left) while 
one aisle is 
sufficient (at 
right) when 
shelves roll 
on tracks. 


y 





An Open Letter to Office Managers 
on Reducing Overhead Costs — 


After many months of studying the 
problem of Staff Overhead Costs, Man- 
power, Inc. has developed a new Man- 
agement Technique which we call: 


‘The Controlled Overhead Plan’’ 


This unique plan is designed to help 
Office Managers effect substantial sav- 
ings for their firms through the maxi- 
mum use of their existing workforce. 


In brief, the “Controlled Overhead: 


Plan” allows you to keep your per- 
manent office staff at the minimum 
level necessary for routine operations 

then as your work demands increase 
above this level for short periods, Man- 
power, Inc. employees and services are 
used to complete this extra work in 
your office or in ours. 

By using Manpower, Inc. employees 
instead of adding more permanent 
staff, you save the cost of hiring, 
training, and maintaining employees 
in addition to fringe benefits, Unem- 
ployment and Workman’s Compensa- 
tion costs and claims against these 
funds. 

In order to explain this new plan to 
you in detail, we have prepared a new 
illustrated booklet which contains a 


FOR FREE 
BOOKLET 
CLIP COUPON 
AND MAIL! 


Mr. 


818 N. Plankinton Ave., Milwaukee, Wisconsin 


Dear Mr. Winter, 


Please send me your FREE booklet which 
describes the “Controlled Overhead Plan” in 
detail. 


Address 


City 


step-by-step description of how this 
plan can work for your firm. You'll 
find out how you can also effect sav- 
ings in space and equipment through 
the use of Manpower, Inc. services. I 
would like you to have a copy of this 
booklet with my compliments. Simply 
attach the coupon below to your letter- 
head. 

In the meantime, we hope you will 
call your local Manpower, Inc. office 
for Temporary Office Help. Remem- 
ber, that our typists, stenos and office 
workers will do your work for 4 hours, 
a day, a week, or longer, at low hourly 
rates. In addition, you'll save time 
and money by using our calculating 
and mailing services. 

Thank you for your time, we look 
forward to being of service to you. 


Cordially, 


ha L. thet 


ELMER L. WINTER, 
President 


reat lal sloha de ee 
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Elmer L. Winter, President, Manpower, Inc. 
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NON-GLARE ’ Without Annoying Eye-Strain! 


GLASS TOPS IT’S ALMOST INVISIBLE GLASS 
4 WITHOUT GLARE. 


Eye-strain, eye-strain headache . . . that’s what you get when you 
sit behind a desk with an annoying, light-reflecting glass top. 
But what a restful change Tru-Site makes! Tru-Site non-glare glass top ends 
eye-strain as it stops annoying light reflection . . . protects the top 
of your desk with an almost invisible glass. 
See the wonderful difference Tru-Site makes on YOUR desk. Write today 
for a visual Tru-Site demonstration without cost or obligation. 


Write today for a visual Tru-Site demonstration without cost or obligation. 





DEARBORN GLASS COMPANY 


6600 SOUTH HARLEM AVENUE, BEDFORD PARK, P. 0. ARGO, ILLINOIS 
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rear fixed row. This open space allows 


any mobile unit to be rolled sideways 
on floor tracks at any points along the 
row for complete access to any rear 
unit. 

Female order pickers at the Schering 
central literature supply area simply 
roll several units aside at the proper 
shelving location to select needed ma- 
terial, instead of walking through sev- 
eral aisles. One aisle now services six 
rows of equipment. The fixed row sys- 
tem would require at least three aisles. 
This aisle elimination enabled 62 units 
of shelving to be added to the area 
which originally accommodated only 62 
units—a capacity gain of 100%. A 
laboratory apparatus 
gained 65% and one for tabulating card 
storage gained 110% for Schering. 

For the conversion of existing stor- 


storage area 


Office supplies at Stanley Works, 
Britain, Conn., are stored in three 
of 10-ft. high mobile shelving. 
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RELOADS “Lae 
IN 2 SECONDS 


and foremost in automatic electric stapling 
now brings you an exciting, inexpensive 
stapler, Model S-88, featuring: 
POP-OUT LOADING—empty staple track 
pops out at the touch of a button—drop 
staples into track! no housing to re- 
move nothing to lift up or out... 
(and no more wasted time, frayed tempers, 
broken finger nails, etc.!) 
FAST — DEPENDABLE — positive, split 
second stapling alway assured by the 
STAPLEX simple, perfected single contact 
control. 
COMPLETELY AUTOMATIC — staples in- 
stantly at the touch of a paper (or other 
material) both hands left free to work. 


PORTABLE — plugs into anyAC. outlet. 


INEXPENSIVE—sensational new low price 
... Mow everyone can afford the new S-88 
by Staplex 


Your assurance of quality and dependability is 
Staplex's many years of manufacturing thousands 
of automatic electric staplers. Why waste time, 
money and effort on inefficient fastening methods? 
Get the $-88, today! 


THE =Sfaplex COMPANY 
775 Fifth Ave., Brooklyn 32, N. Y. 


Show me the Staplex S-88 in action! 


[] Send me further information, 
NAME_ atecndinimiiieiainiemmenial 
eS Se ee oe 
oe 
4-58 ©1958, The Staplex Company 
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NO OTHER 


PAPER CUTTE 


FOR tHe OFFICE IS BUILT | 
TO SELL SO LOW! 


For all mimeograph, 
duplicating, small offset 
or reproduction departments; 
for stationers, advertising agencies, 
photo finishers, banks, 
companies, schools, colleges, small 
printers, letter shops, offset shops. 
Order from your dealer or 


Michael Lith 


INCORPORATED 
145 WEST 45TH STREET 
NEW YORK 36, N. f. 


For More Information Circle No. 276 
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Oravisual easels 


Built and sold by the 
world’s only exclusive 
manufacturer of visual 
aids for the office and 
conference room. 

Write for free 


24 page Why & How Catalog 


ORAVISUAL CO., INC. 
\ Box 11150, St. Petersburg 33, Fla. 
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or More Information Circle No. 277 


age equipment, most sizes and styles 
of shelving, files, bins, etc., can be mo- 
bilized by the addition of the mobile 
bases or dollies which are custom built 
to fit the equipment in use. 
large storage unit may be mounted on 


A single 
one base or several smaller sized units 
may be attached together on one mo- 


bile base. The mobile units may face 
the aisle or be at right angles to the 
aisle. Units may be as high as the area 


will allow. Combinations of different 
sizes and types of equipment are pos- 
sible. 

The standard 
carry a maximum safe load of 2800 to 
3000 Ibs. This load can be easily rolled 
even by female help on the ball-bearing 
wheels designed for this system. An 


effort of 15 lbs. will overcome the in- 


7 
page éi/) 


four-wheel base can 


nitnued n 


+ 


The mobile storage installation at Scher- 
ing Corp., Union, N. J., increased avail- 
able laboratory equipment storage space 
by two-thirds. 
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IT’S NEW! 


The Verifax 
Bantam 
Copier... 


ONLY *99°°! 


LIGHT, CAPABLE ... AT LOWEST PRICE OF ALL! 


About half the price of other “‘low-cost”’ Verifax copies are accurate and complete! 
copiers! Yet the Bantam gives you all Mail coupon . . 


or phone Verifax 
the extras of Verifax copying! dealer for 


free demonstration. (Check 


Makes 5 copies in 1 minute for as Yellow Pages under *‘photocopying”’ or 


little as 24% ¢ each—on white bond-type 
paper, card stock, printed office forms Price quoted subject to change without notice 
—front and back. Even makes an offset tf: , e 
master in I minute using low-cost adapt- erlax PyIng 


er. What’s all important, too, your DOES MORE... COSTS LESS... MISSES NOTHING 


‘duplicating’ machines. ) 





MAIL COUPON TODAY 
EASTMAN KODAK COMPANY, Business Photo Methods Division 
343 State Street, Rochester 4, N. Y. 
Please send Verifax Bantam Copier folder. Also names of near-by dealers. 
Name— 


SS -_ . al eed a F OSItiION— 





State -” 


For More Information Circle No. 22 
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‘‘Never mind Miss Peabody— 
I found it in my pocket!’’ 





Filing Can Be Fun- 
When You Know How 


ISABELLE AINGE, Methods 


Northrop Aircraft, Inc., 


ILING IS FUN? “How 
sible!” you say. But why do people 
dislike filing so much? Why is it so 
many otherwise efficient girls have such 
a time with filing. Why do they seem 
to take pride in saying, “I just hate 
filing?” 
Do they really know how to file? Do 


impos- 


130 


Analyst, 
Hawthorne,Calif. 


they know how simple and easy it is 
good files? If ever 
searched frantically for paper, 
you know the importance of good files! 
Good much time and 
effort. 

It is unfortunate that so many girls, 
well schooled in typing and shorthand, 


to have you've 


some 


files can save 
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New Ink-Pen-Cils 
by FISHER 


COMBINES THE BEST 
OF PEN AND PENCIL DIALER 


COLOR-FLITE 


AUDITOR’S POINT 


REPRO-BLACK 


For Every Office Use 


FISHER INK-PEN-CILS WRITE BETTER LONGER 


DIALER Ink-Pen-Cil COLOR-FLITE 


for telephone busy people Ink-Pen-Cil 
Combination Quality Writing for general office use 
Instrument and Phone Dialer Medium or fine points in 
Medium point in Blue, Red, Green, Blue, Red, Green, Brown, 
Brown, Turquoise (Perfumed), Turquoise (Perfumed), or Black inks 
or Black inks. 
REPRO-BLACK , 
, ° 
AUDITOR'S POINT ink-Pen-Cil Se eA 


Ink-Pen-Cil for duplication reproduction colorful 


for bookkeeping Finest Reproducing Ball Pen ROCKET DISPLAY 
Extra fine point in Blue, Red, on the Market Today of Ink-Pen-Cils 
or Green ink. In Black Medium or Fine Point by FISHER 


FISHER PEN COMPANY 
7333 Harrison ¢ Forest Park, Illinois 


For More Information Circle No. 451 





“We aimed ‘T'wo 
Barrels « 


Paperwork Problems” 


says Husert F. Crawcey, Controller, 
Spencer Chemical Co., Kansas City, Missouri 


“When we first looked at Integrated Data 
Processing it was apparent that here was a 
way to give our customers unusually fast 
service ...and cut our paperwork costs at 
the same time. But we also realized that to 
develop a successful system of I D P would 
take considerable study and skill. That is 
why we supplemented our own activities with 
the assistance of Standard Register specialists 

.. including use of Standard’s I D P Work- 
shop facilities. By so doing we aimed, not just 
one, but two barrels at our paperwork prob- 
lem.” 

Your company, too, will find it helpful to 
invite Standard Register to participate in your 
systems and procedures planning. 

Whether it’s a single, cost-cutting form ap- 
plication or the development of an I D P 
system, Standard Register offers you valu- 
able assistance. Your local representative... 
backed by staff consultants and system ana- 
lysts, form designers and data processing 
specialists . . . contributes tested ideas and 
technical know-how accumulated from broad 
experience in serving many companies. Make 
him your man on forms and form-processing 
questions. 


Read how Spencer Chemica! processes orders 
and bills customers with new speed and ac- 
curacy—at lower clerical cost. Write for the 
complete I D P system story. 


THE STANDARD REGISTER CO., DAYTON 1, OHIO 
PACIFIC DIVISION, OAKLAND 6, CALIF. 
Sales and Service Offices in Principal Cities 
it Dayton; Oakland and l 


Standard Register 


© 


PAPERWORK SIMPLIFICATION 


Business Forms 
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A simple “table of contents” to your files will tell anyone where to look for what kinds 


of different records. 


have had little or no training in good 
filing techniques. The first unhappy ex- 
perience they have is when they go to 


work and find out the “awful” truth 
that, hand-in-hand with stenographic or 
secretarial work, goes filing! There’s 
always that feeling of panic and frustra- 
tion when they cannot locate at once 
or, worse yet, never locate, a document 
their boss wants. 

Why can’t they find it? Probably be- 
cause the girl whom they replaced 
didn’t understand or like filing either, 
nor did the girl before her. What a 
vicious circle this creates! Anyone who 
inherits file drawers full of cluttered, 
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disorganized material and is expected 
to file and find records in such a mess 
is bound to get a feeling of hopeless 
despair. 

They'll react differently if you give 
them a simple “table of contents” to the 
files, telling where in the files to look 
for a document. Wouldn’t you feel bet- 
ter if you open a neat, clean, well or- 
ganized drawer, with guides to point 
the way and neatly labeled individual 
folders? 

Files and filing operations are entirely 
different today than they were a few 
years ago. New and advanced filing 
equipment is available for different 
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types of operations: horizontal, 


shelf files and motorized desk files. 


open 
Fil- 
ing Operations in some large companies 
have been centralized to the point of 
establishing large filing areas, with serv- 
ice sub-stations, manned by trained fil- 
ing personnel. 

However, in smaller department of- 
fices, the standard four or five drawer 
vertical file is still in the majority, and 


r= 


The boss just left... { 


... praising his new Bentson modular desk! 
He gets so much more work done, easier, that 
he’s ordering Bentsons for everybody! I think 
it’s the best office furniture made. Tailored to 
the job and space and so smart looking. Why 


don’t you tell your boss to see a Bentson 


dealer 


—or write for colorful literature. 


BENTSON MANUFACTURING CO. 


661 Highland Avenue 


For More Information Circle No. 294 


it will be for a long time to come. 
These are the “problem” files which 
were never set up correctly in the first 
place and just continue to grow without 
rhyme or reason; files which are a con- 
stant source of worry and annoyance 
to any girl who “inherits” them. These 
are the files she can change so that 
she will enjoy filing and finding a rec- 
With files like these she will be 
to show 
“These 


files!” 


ord. 
proud 

and say, 

are my 
Unless you 
have a file prob- 
lem of your own, 
you. probably 
haven't read this 
far. If you do 
have a filing prob- 
lem, why not do 
something about 
it. Reorganize the 
files in your own 
office. You may 
have misgivings 
at the start of the 
project, but there 
is a Satisfaction 
in cleaning up 
disorder and get- 
ting at a job that 
needs to be done. 
When your files 
take on that “new 
look”, then 
will know 


you 
what 
is in files 
and 


find it. 


your 


where to 


e Aurora, Illinois Too often you 
do not realize that 
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“We re wasting plenty of 
1; ‘3 money with old-fashioned 
4 _ hand collating methods.” 


ae 
Bee + 





“The way | figure it. 
ite costing us 
5 times more 


than it ehould!” 








“Take my advice... 
get all the facts about a 





Thomas Collator today!” 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 


cated sheets into sets... 


With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out . 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information. 


4 : 3 yp 


Une. 


A 50 Church Street 
* 


Dept. B 


® New York 7, N. Y. 


More In Use Than All Other Makes Combined 


For More Information Circle No. 236 
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types of operations: horizontal, open 
shelf files and motorized desk files. Fil- 
ing Operations in some large companies 
have been centralized to the point of 
establishing large filing areas, with serv- 
ice sub-stations, manned by trained fil- 
ing personnel. 

However, in smaller department of- 
fices, the standard four or five drawer 
vertical file is still in the majority, and 


The boss just left... Ei 


... praising his new Bentson modular desk! 
He gets so much more work done, easier, that 
he’s ordering Bentsons for everybody! I think 
it’s the best office furniture made. Tailored to 
the job and space and so smart looking. Why 
don’t you tell your boss to see a Bentson 


dealer 


—or write for colorful literature. 


BENTSON MANUFACTURING CO. 


661 Highland Avenue 


For More Information Circle No. 294 


it will be for a long time to come. 
These are the “problem” files which 
were never set up correctly in the first 
place and just continue to grow without 
rhyme or reason; files which are a con- 
stant source of worry and annoyance 
to any girl who “inherits” them. These 
are the files she can change so that 
she will enjoy filing and finding a rec- 
With files like these she will be 

proud to 


ord. 
show 
“These 


are my files!” 


and say, 

Unless you 
have a file prob- 
lem of your own, 
you. probably 
haven't read this 
far. If you do 
have a filing prob- 
lem, why not do 
something about 
it. Reorganize the 
files in your own 
office. You may 
misgivings 
at the start of the 
project, but there 


is a 


have 


satisfaction 
in cleaning up 
disorder and get- 
ting at a job that 
needs to be done. 
When your files 
take on that “new 
look”, then 
will know’ what 
files 


to 


you 


is in 
and 


find it. 


your 
where 
e Aurora, Illinois Too often you 
do not realize that 
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“We re wasting plenty of 
money with old—fashioned 


7M 





. hand collating methods.” 





it ¢ costing us 
5 times more 


than it ghould!” 








“Take my advice... 
get all the facts about a 





Thomas Collator today!” 





Costly time, wasted effort, unnecessary 
fatigue and lowered morale go hand 
in hand with hand gathering bulletins, 
price lists, reports and other dupli- 
cated sheets into sets . . . not to men- 
tion the hundreds—even thousands of 
dollars wasted because of this old 
fashion method. 

With the new, improved Thomas 
Collator you eliminate this needless 
waste of time and dollars, perk up 
morale and get rush jobs out... 


without rushing. It is simple to 
operate, there are virtually no main- 
tenance problems and the investment 
is unusually low (in some cases, less 
than the average typewriter). 


Thomas Collators are available either 
pedal or electrically operated—in a 
wide variety of capacities to meet 
your particular requirements. Send 
today for complete descriptive 
information. 


6 _ ¢ See yp 


Une. 


A 50 Church Street 
- New York 7, N. Y. 


® 


Dept. B 


More In Use Than All Other Makes Combined 


For More Information Circle No. 236 
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Dept. O04, 1220 Van Buren St., Chicago 7 
For More Information Circle No. 259 





‘ OFFICE KNIFE 


— 


#119 

$1.00 

Also penholders, lead holders, 

carton openers, marking pencils. At pro- 

gressive dealers everywhere. Write today for 
free illustrated catalog! 


GRIFFIN MANUFACTURING CO. 


LYNDHURST ST. ROCHESTER, NEW YORK 


7 For More Information Circle No. 260 
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| subject guides. 


cut) 


|; Common sense. 


| the file right. 


unless files are well planned, well set up 
and kept in good order (and all this takes 
time), the files will not readily give 


| you information when you want it! Do 


you keep everybody so busy typing and 
doing other things that no one has any 
time to spend on your files? Do 
only think about the files when 
can't locate some document? If so, j 
must first “sell” yourself on the idea 
of reorganizing your files. This will not 
only improve the tone of all operations 
within your office but, once the files 
are reorganized, it will save time for 
everybody. 


you 
you 
you 


Do you have the necessary filing sup- 
plies? You will need: 

GUIDES: Metal or plastic, slanted 
tab. Primary (lst position, left) for 
Secondary (2nd posi- 
tion, left) for sub-subject guides. 

FOLDERS: Center position (third- 
for individual material. 

DIVIDERS: Center position (third- 
cut) for material too heavy for folders, 
such as reports, brochures, etc. 

SIGN-OUT CARDS: Last position 
(right) are preferred, but out-cards re- 


| gardless of position. 


Good filing is nothing but logical 
If a piece of paper 
needs to be kept, it should be filed 


| where, at a later date, anyone can find 


it easily and quickly. The job is really 
not hard. 


It is done in two parts. 
The first part is to set up the file 


right. The second part is to keep up 
Let’s consider part one 
first and list the steps. Each step is 


explained more fully right after this 


| list: 


1. Clear files (if files are estab- 


lished ) 
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at 2 the price of comparable machines! 


a 


adding machine 


FULLY 
ELECTRIC 


‘169 


plus tax 


Model 99 


* Division 
* Multiplication 
* Direct Subtraction 
* Adds and Totals 

to 9 column capacity 
» Visible Adding Dials : 

; Here’s news for 

« Velvet-key Action 


the Budget-Minded! ® | 
¢ Color-Styled * Portable . 
* Rubber Pad Base “— and Totals to 7 column capacity »* Prints Sub-Total and Total 
First Fully Electrified Machine at low price of $119.50 cius tax 
* Operates on AC-DC 


y, Carrying cases available on both models Model 67 


a 


THE GENERAL-GILBERT CORP. (Est. 1807), 150 Broadway, New York 38, New York 


For More Information Circle No. 202 
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For that smooth-surfaced 


look of quality. ..use 


HAMILTON OFFSET 


on your offset duplicator 


Hamilton Offset is your most versatile paper for 
offset duplicator work. Because of its smooth 
surface and good bulk, you can turn out both 
color and black-and-white jobs that look and 
feel important. At the same time, you can expect 
outstanding results on day-to-day assignments. 

This highly opaque paper is pigmentized for 
better ink receptivity. Colors are not dimmed by 


absorption into the sheet, but remain always HAMILTON 


fresh and clear. And Hamilton Offset provides a 
complete line—a bright, beautiful white in the 
standard smooth surface and three distinctive PAPE RS 
embossed finishes, as well as seven useful pastels. 


Hamilton Pape Miquon, Pa. 
Ask your Hamilton merchant for a swatchbook ee Vaper Cempenyy Teen 


Mills at Miquon, Pa.. and Plainwel!, Mich 
or write direct. Offices in New York, Chicago, Los Angeles 


DISTRIBUTED BY LEADING MERCHANTS IN ALL PRINCIPAL CITIES 
For More tnformation Circle No. 199 
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material. 
Make a file index. 
Use ample guides. 
Label all folders 
Use sequence filing. 

Use standard position filing. 


. Consolidate 


and dividers. 


Clearing files means to remove all 
inactive and obsolete records; 
remove all material which is not record 
filing material (supplies, books, etc.). 
Retain only that record material which 


also to 


is needed and used. 
Consolidate or combine all 

material. Bring together like material 

scattered in different files and in differ- 


related 


ent drawers. 

A file index is a written plan of what, 
how, and where material is placed in 
the file. List the material in the files 
and indicate where the material is lo- 
cated (File 9, Drawer 2). 

Guides are sign posts to point the 
way. Use simple, direct captions. 

Labeled folders and dividers are the 
means by which you get the exact lo- 
cation of the material you are looking 
for. 

Sequence filing means filing all ma- 
terial behind guides in either alphabeti- 
numerical order. This speeds 
finding the labeled folder or divider. 

Standard position filing is an im- 
proved technique over the old stag- 
gered filing and makes records easier 
to find with less effort. All primary 
guides are (left) Ist position; sub- 
guides are 2nd position; individual (sub- 
ject) folders are 3rd position. Your 
eyes shift right, from the guides to the 
folders. Then, without shifting again, 
straight back to the desired folder. 

Once the file is set up right, half the 


cal or 
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ADR 


proved performance 
and dependability 


Ji fenalax 


The electronic facsimile machine for making 


mimeograph stencils 
paper offset plates 
single positive copies 


It uses just seconds of personnel 
time; requires no technical oper- 
ating skill to achieve superior re- 
production quality. Manufactured 
by Times Facsimile Corporation, 
a pioneer in the development and 
one of the major suppliers of 
electronic facsimile equipment. 
Durably built with precision-made 
mechanical parts and electronic 
components designed and con- 
structed in accordance with 
approved standards. Its attractive 
cabinet design occupies only 26” 
x 18” of floor area. 


Write for booklet to Stenafax Division 


TIMES FACSIMILE CORPORATION 
540 W. S8th St., New York 19 


For More Information Circle No. 270 
139 





VERTICAL 


FILES 


When you learn how 

simple and easy it is 

to FILE and FIND Stencils and Offset Negatives 
or Masters -—— using the MIM-E-O Spring Clip 
method — you'll never again make work for 
yourself the old, ‘‘never-sure” way! 

In MIM-E-O Files stencils and masters “hang” 
vertically on individual steel hangers — free 
from pressure, oxidation, scratching or other 
harmful handling abuse — indexed for instant 
finding — which means fast and profitable 
re-runs. 

LOW-COST, sturdy MIM-E-O Verfical Files pro- 
tect your costly investment in originals—photos, 
artwork, ruled forms, typing. ALL costly pre- 
paratory work is SAVED. 

SEVEN (7) models available to SAVE and PRO- 
TECT your Stencils and Offset Masters. Capaci- 


ties from 100 to 1400. 
PROMPT SHIPMENT FROM STOCK 


ang aSY-FILE curs 


; s ' | save 

——— _ ¢ space 

* * . 

~ * e 
' val , | 
+ ty 
: 
\ na | A assist 


. 
EASY-FIND INDEX 


MIM-E-O STENCIL FILES CO. 
2027 W. North Ave. . Chicago 47, Ill... 
500 Distributors . . . coast to coast to help you 


solve your stencil ar offset filing problem. 
For More Information Circle No. 261 
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| battle 


is won is in sight, 


Follow these 


and victory 
if you keep up your file. 
steps: 

1. Establish the charge-out system 

2. Have a tickler for follow-up on 
routed correspondence or material. 

3. Break files when Estab- 
lish a periodic purge of files. 

Now let’s examine each of 
steps for keeping up the file: 

A charge-out important. 
removed from 


needed. 
the four 


system 1s 
time a record is 
the files, reg 
for how 


Every 
ardless who removes it or 
long, a charge-out card must 
Just as im- 
portant is a regular check up on charge- 
outs to make sure 
returned after 


be inserted in its place. 


that the material is 
a reasonable time. 

A tickler is a means of keeping track 
of routed correspondence or material. 

Breaking files means keeping each 
folder thin. It elimination of- 
bulky folders and it also applies to over- 
Before a folder be- 
another folder. 


means 


loaded file drawers. 
comes too full, 
Note number break-off 
on both folders, and file together. Files 
should be planned to allow for reason- 
able expansion with approximately 4” 
of working space allowed in full draw- 
ers. Why fight drawers that are too 
tight? 

For a periodic purge, set 
time schedule to review 


Start 


date or serial 


a definite 
and clear files 
The 
idea is to keep your filed material cur- 
rent, and active. 

A few additional, and simple, typing 
tips which not only apply to the looks 
of the file but speed up reference, are: 

Keep captions on guides and folders 
in perfect alignment. Start two or three 
spaces from the left and keep all cap- 


of inactive and obsolete material. 
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NOW—INSTANT COPIES 


CGRP AE earn 


FROM BIGGER ORIGINALS 


twice as fast 


as other 


photocopiers 
the new 


CORMAC 
CORONET 


takes copy up to 18° 


The Cormac Coronet is the only high-speed 
photocopier with 1834 inch throat—full news- 
paper width plus 334” to spare for easier han- 
dling. And on length... no limit whatsoever. 
Takes smaller sizes, too—up to 2500 standard 
844” x 11” originals in one eight-hour day. 
With Cormac’s micro-dial control, anyone can 
produce instant, quality copies with everything 
you can see on the original in sharp detail. 

Built with the same precision and styling that 


have won acclaim for other Cormac models 
everywhere. Carries the same lifetime guaranty. 


For a free demonstration in your office mail 
coupon today. No obligation, of course. 


CORMAC 


PHOTOCOPY CORPORATION 
80 Fifth Ave., New York 11, N.Y, ORegon 5-9310 


wide by any length 


EMEC xP 


5S RE 


Engineered for High-Speed Copying in 
Volume 


Operates Under Any Light Conditions 


Other Models, Including the Nation- 
ally Famous Corvette, From $189. 


CORMAC PHOTOCOPY CORPORATION Dept. 7 
80 Fifth Avenue, New York 11, N. Y. 

I would like to see the Cormac Coronet per- 
form in my office on my own work. Please 
have the nearest Cormac dealer contact me 
to arrange for a demonstration at my con- 
venience, 

ol 

Company 

Address . 


For More Information Circle No. 353 
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The World's best 
e- TotetelUialilal> Maal (oislial mel) ) sam 


Tee BDVANCED MONROE 


Even if you paid hundreds of dollars more, you couldn't 


elt) meclammolese.alisle Maule asl -Mauiels Mmeltlielileli al tell) 1 ain. 
operate than the advanced Monroe President. Beside the 
Tel gel initial savings, you also enjoy. continuous sovings 
through fast, efficient bookkeeping. And you can switch 
from payroll to receivables to payables with a simple 
flick of a knob. The Man from Monroe ‘in your area is an 
accounting methods expert. Seek his advice. Ask him to 
make a free analysis of your present lola delvlalilsiem olgelaila 3 


For b eM clth isl ti Melaqeltliliile Mel Me] small -business elgia 


fer CALCULATING 
Monroe Calculating Machine Company, Inc., Orange, New Jersey 


ADOING, ACCOUNTING 
Offices for sales and service throughout the world DATA PROCESSING MACHINES 


For More Information Circle No. 282 
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{ Adams J R 


i Brown Henry 
i Carter Arnold 














. 
Ss 





_f CARTER Arnold 


Don’t mix type styles (above). Keep typ- 
ing all in capitals or all in upper and 
lower case, as shown at right. 


tions in a straight line. 

Keep type uniform, either all caps or 
all lower case. No punctuation. 

Type as near the top of the guide 
and folder inserts as possible, to pre- 
vent captions from being covered and 
hard to read. 

For quicker reference (on extensive 
files), different colored labels on guides, 
folders and drawers may be used to 
individual file breakdowns: 
project, models, reports, etc. 


After one section is finished, or even 


= oes 


J Brown Henry 


designate 





daze. 





Type close to the top of guide to prevent 
captions being hidden in the file. 


_S Adams JR 
__f Brown Henry 
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Keep captions in perfect alignment. 
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f Browr Henry 


_f Carter Arnold 


__f ADAMS JR 
{ BROWN HENRY 


- » CARTER ARNOLD 

















a. 
= 
Ng 
Mes 
"he 
i” 
Sie: 
lo 


one drawer, compare the new drawer 
with the file prior to re- 
organization. See for yourself what a 
thought-out file plan; ample, well placed 
guides and standard position filing can 
do. When the files are completely fin- 
ished, the employee will feel she has 
created something worth while and 
she has. She will enjoy new confidence 
in her ability to know what to look for 
and where to look for it; to quickly 
produce information upon request. 

When you train a new girl, use your 
file index to help you help her see what, 
why, how and where records are filed. 
See how much easier the task is made 
for you both. If you have a replace- 
ment to train, you: can explain your 
files with ease, confidence and pride. 
You can be sure you are not going 
to place another girl in such an unfor- 
tunate position as the ones who say, 
“I always hated filing.’ 


drawers 








Always Specify 


MONARCH 


First Name in Paper Fastening Devices! 


The Magnificent 
Monarch Stapler 


New beauty—super-easy loading and handling 
—new durability ion bull in your 
choice of colors, red, ivory, green, gray, brown, 
chrome, gold 


+ 














C need, 


Monarch Gem No.1 Paper Clips. Available 
Premiun nf 








standard rades Jrawn tr 


Monarch Standard Wire Staples. Universally recog 
nized for quality and craftsmanship. Made from finest 
tinned wire which is far superior to galvanized materials 


wire, white 
madetron 


Monarch Solid Head Thumb 
Monar tt 


Monarch Round Head Paper Fasteners. Monarch . ee 
brass fasteners are made of highest quality brass in all i 
standard lengths. Stiff shanks and super-sharp points 

assure neat piercing without need of punch or press 

















Nb tacks 
’ 


mompant pacnine 


Monarch tdeal Clamps. De 
; F ned to outlast anything in the 
« . i—ma n the finest wire 
Monarch Brass Bank Pins. Mace of finest grade brass ° ‘ : ‘ 
wire, with uniformly smooth needle points and ac 


stately 
formed heads 





MONARCH PRODUCTS 
Vail Manufacturing Company, 900 East 95th Street, Chicago 19, Illinois 


For More Information Circle No. 262 
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For your convenience: 
FILL OUT AND SEND TO YOUR STATIONER TODAY! 


To_- 


(YOUR 
STATIONER) 


Address 


City 


Gentlemen 


Please send me the following items manufactured by the Vail Manufacturing Co 


MONARCH STAPLERS 
Gold Chrome Red Ivory Green 


Boxes Monarch Standard Staples 


MONARCH CLIPS MONARCH BRASS FASTENERS 

Style Boxes Boxes Style Boxes Style 
Ge 1 f ) 1R 1F 
sem 2 1 2R 2F 
sem 3 ng IR 3F 
5¢ NS1 13 4R 4F 
sem NS 2 ng 5R 5F 
sem NS 3 nbo Gen 6R 6 F 
R al 1 j 7R 7F 
Regal 2 J bo Cy t 8R 8F 
Regal 3 Impena oR 9F 
G 


oth 1 


( 
C 
C 
C 
i 


Gothic 2 


Ideals 


BRASS BANK PINS STEEL BANK PINS PREMIER 
FASTENERS 
Boxes Style 
1R 
2R 
3R 


Boxes : Style Boxes Style 


GILT WIRE 
FASTENERS 


; Boxes ; Style 
MALLET HEAD PINS TRIANGLE HEAD PINS . 
Boxes Style Boxes Style 11 


20 12 


SEND TO: 


For More Information Circle No 
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CALCULATORS 
Victor Adding Machine Co., Dept. O- 


458, Chicago 18, Ill., introduces two cal- 


culating machines to sell at low prices. 


These Special models are companion ma- 


chines to the De Luxe Victor Automatic 
Printing Calculator and De Luxe Mult-O- 
Matic Calculator, respectively. For $535, 
Victor's Special Automatic Printing Cal- 
culator offers the same simplicity of op- 
eration that has made the De Luxe model 
popular: it divides, multiplies, adds and 
subtracts automatically through only one 
simple control and ten numeral keys. The 
Special is designed for calculator users 
who do not require total transfer or an 
automatic constant (features of the De 
Luxe model). The $435 Special edition 
of the Mult-O-Matic Calculator offers the 
same one-control multiplying, adding and 
subtracting ease as the De Luxe model 
but also omits the constant and total trans- 


146 


fer, features not needed by many figuring 
machine For More Information 
Circle No. 


users. 


138. 


DICTATING MACHINE 


Gray Mfg. Co., 16 Arbor St., Hartford 
1, Conn., makes the Gray Audograph 
Key-Noter, a fully transistorized record- 
ing instrument which makes use. of 
printed circuits and is only 6%” wide, 
82” deep and 25%” high. It weighs 5 Ibs:, 


10 ozs., and uses a 20-minute dictating 


disc. Designed for simplicity in appear- 
ance and operation. Push buttons control 
dictating and listening. A movement of 
the scanning dial allows listening to any 
part of the recording. Shock-resistant con- 
struction makes the Key-Noter ideal for 
traveling. Discs can be mailed to the office 
and transcribed on any Gray Audograph 
equipment. The Key-Noter is available in 
black or a choice of colors and is priced 
at $239.50. For More Information Circle 
No. 137. 
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FOLDING CHAIR 


Shwayder Bros., Institutional Seating 
Div., Dept. OF-4, Detroit 29, Mich., makes 
the Economy Folding Chair which offers 
maximum comfort and strength at mini- 
mum price. It has Samsonite quality all 
steel tubular frame in black or bronze and 


comfortable padded seat covered with 
washable, durable vinyl in choice of three 
smart colors to harmonize with any set- 
ting. Adequate back support adds to user’s 
comfort and plastic feet protect floors and 
carpet. Also made with durable enameled 
all steel frame and seat. For More Infor- 
mation Circle No. 126. 


THe OFrFice 


April, 1958 


CAMERA AND 
OFFSET PLATEMAKER 


Offset Duplicator Div., 

Photostat Corp., Box 1970- 

D, Rochester 3, N. Y., is 

marketing the Platemaster, 

a combined camera and 

plate-processing unit for off- 

set duplicator departments. 

It produces up to 200 offset 

plates daily, utilizing nega- 

tives it makes from rolls of 

photographic paper. Plate 

processing and photographic 

operations may be carried 

on simultaneously. Plates 

finished by this method cost about the 

same as those handled by electrostatic 

equipment, it is said. The Platemaster has 

superior line sharpness, satisfactory repro- 

duction of copy containing solids and col- 

ors, and minimized drop-out of thin or 

light lines. Plate cleaning is unnecessary 

at any point. Previously - screened half- 

tones can be reproduced successfully. Op- 

eration of the Platemaster is relatively 

simple and it can be profitably used by 

any employee after a brief period of in- 

struction. For mass production, the unit 

is Operated most efficiently by two persons 

who, it is estimated, can process about 

200 acetate plates per day. The equipment 

handles copy up to 17” x22” and nega- 

tives may vary from same size to 50% 

reduction of original. Maximum copy area 

on the negative is 844” x 103%4”. Using 

this equipment, duplicating departments 

may reproduce a great deal of ready-to- 

photograph material with ease, economy 

and speed, without a darkroom. Commer- 

cial offset shops, it is felt, will have an 

excellent opportunity to develop new 

markets in reprinted materials. For More 
Information Circle No. 179. 


CARD PUNCH DESKS 


Tab Products Co., 995 Market St., San 
Francisco 3, Calif., has completely re- 
designed its line of Card Punch Desks 
for the data processing machine room. The 
new design incorporates modern beauty 
with convenience and durability. An addi- 
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tion to the line is a unit with a letter-size 
drawer which may be used for storing per- 
sonal belongings as well as letter-size docu- 
ments. The model illustrated has, in ad- 


dition to this drawer, a center drawer with 
for card trays, documents or 
pencil drawer with plastic 
pencil tray and a pull-out work shelf. For 
Catalog 8 Supplement containing full in- 
formation, Circle No. 110. 


space wo! k 


in process; a 


BOX CRUSHER 
Balemaster Div., East Chicago Machine 
Tool Corp., 4801 Railroad Ave., East Chi- 
Ind., makes the Cyclomatic Box 


cago, 


Crusher, designed to flatten upright boxes 


for easy 
unit 


The 


one lo 


handling and disposition. 


consists of two conveyors, 
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cated over the other, both overated in the 
same direction. The top conveyor belt 
operates at a 25° angle, the lower belt 
horizontally. The two belts meet to auto 
matically bulky boxes. A 
flattened boxes can be made by filling a 
baling chamber just once. The time re 
quired to make a bale will be reduced by 
as much as 90%. The Box Crusher is all 
welded and reinforced. Belts are 
three-ply composition, resistant to tears 
and abrasions. Each conveyor is powered 
by its own I-hp electric motor and 45-rpm 
class III gear motor. The unit is 6’ 4” 
high, 5’ 10” wide, 13’ 6” long: 
3500 Ibs. It is three 
36", 48, wide feed ovening 
More No. 157. 


crush bale of 


steel 


WwW eighs 
with 
For 


made in 
and 60’ 
Information Circle 


SIZeS 


TRANSLUCENT BOND SAMPLE KIT 


Writing 
Mass., 
Translucent 


American Paper Corp., Dept. 
O, Holyoke, offers a sample kit 
of Eagle-A Bond papers for 
testing on diazotype copying machines. It 
produces sharper copies, and also prints 
well on offset duplicators which makes it 
ideal for printed office forms. In addition 


to blank sheets, the kit includes sheets 
with printed forms, plus a sheet printed 
with a humorous letter for golfers from 
which they make copies for their 
golfing friends. The folder containing the 
samples carries full specifications of 
Eagle-A Translucent Bond and it is de- 
signed for filing as a handy reference 
source. For the sample kit, Circle 
No. 139. 


can 


free 
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SPIRIT MASTER UNIT 


Columbia Ribbon & Carbon Mfg. Co., 
864 Herbhill Road, Glen Cove, N. ¥ 
introduces their Classic Ready-Master 
Unit. A pure white surrounds the 
hectograph eliminate stains 
through touching unit. A 
Tru-Guide indicia on the face of the unit 
permits accurate typewritten 
copy and forms, through the 


border 
coating to 


edges of the 


balance of 
layout for 


use of typewriter spacing and tenth scales, 
horizontally and vertically. For further 
protection, the hectograph dye is sealed 
with Columbia’s Tempflo clear gloss su- 
percoating over the entire carbon sheet 
Chis adds to the unit’s shelf life. 
Classic Ready-Master Units are available 
in brilliant purple and black, 842” x 11 
and 84%” x 14”. They give smooth, long 
runs and may be filed for future accumu- 
lation of data and reruns. For More In- 
formation Circle No. 183. 


also 


THIN PHOTOCOPY PAPER 


Peerless Photo Products, Inc., Shore- 
ham, N. Y announces a_ lightweight 
matte finish photocopy paper for stat cam- 
era reproduction. Tru-Stat .004 Matte is 
an 85 gram paper (approximately 17 Ib.) 
coated with the same_ high-speed 
chromatic Tru-Stat projection-type 
sion as the standard weight 


ortho- 
emul- 
005 Document 
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paper, with a high silver content which 
excellent image density and sharp 
contrast. The lighter weight Tru-Stat .004 
paper, however, is more attractive fo! 
photocopying applications where a 
number of pages are involved, such as in 


gives 


large 


copying manuals or catalogs; where prini 
must be folded or where considerable post- 
age can be achieved by use of 
lightweight paper. True-Stat .004 Matte 
paper is available in 350-ft. rolls spooled 
to fit stat and can be 
supplied with emulsion face-in or face-out. 
For More Information Circle No. 154. 


Savings 


standard cameras, 


ADDING MACHINE 


General-Gilbert Corp., 150 Broadway, 
New York 38, N. Y., announces a Six Add 
Seven non-subtractor electric adding ma- 
chine for $119.50. This is in addition to 
their regular nine column electric 
tractor retailing at $169. The 67 
columns to column capacity, 


sub 
adds six 


seven mul- 


tiplies by single entry of the multiplicand 
and depressing the zero key to proper 
column, and shows sub-total and total for 
easy checking. Its high speed operation 
is the result of completely responsive 
finger-touch key activation and almost 
three cycles per second quiet action. As 
each figure is entered, the column indicator 
moves to the left showing the number of fig- 
ures added. Correction key can be used to 
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delete one or more digits by backspacing 
or remove complete entry. Machine meas- 
ures 1244” x 814", comes in a beige body 
with coral and yellow keys and has a non- 
creep base. With carrying case available, 
it weighs less than 12 Ibs. and can be 
plugged into either AC or DC outlets. Its 
extra long cord permits use on adjoining 
desks without being unplugged and re- 
plugged. For More Information Circle No. 
160. 


CONTINUOUS COPIER 

Minnesota Mining & Mfg. Co., Dept. 
ES-48, St. Paul 6, Minn., announces that 
reproduction costs are cut as much as 
70% and copying time reduced 85% with 
a roll paper adapter for Thermo-Fax copy- 
ing machines which permits continuous 
flow copying. The unit is particularly 
suited for use by the oil industry for mak- 
ing exact copies of original seismographic 
records varying in widths up to 14” and 
almost any length. Use of the adapter is 


not limited to the oil industry since al- 


most any lengthy chart or log can be 
copied. Power and pressure fluctuation 
logs, voltage logs, telegram and Teletype 
copying are also possible. Except for in- 
sertion of the paper, copying is complete- 
ly automatic at the rate of one foot every 
four seconds. Total copying time for a 7 
ft. seismic record would therefore be 28 
seconds. Records are ready for immediate 
use, completely dry. The Thermo-Fax 
Continuous Roll Adapter is designed for 
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use with the Thermo-Fax Fourteen copy- 
ing machine. No installation is needed 
since the adapter is merely placed in 
front of the machine. Copying paper in 
rolls is available in any width from 3” to 
14”. Without the adapter the machine can 
be used for routine copying. Single sheets 
can be fed while the adapter is in posi- 
tion. No operator training is necessary to 
operate the copying machine or adapter. 
Seismic record - duplicates are made at 
lower and in ume. The unit 
eliminates sending records outside to be 
duplicated since machines and adapter 
can be used wherever electric current is 
available without chemicals, negatives or 
special lighting. One oil firm copies as 
many as 80 charts an hour. A 6 ft. record 
costs approximately 30c, depending upon 
paper width. For More Information Circle 
No. 140. 


cost less 


CARBON PAPER 
Codo Mfg. Corp., Leetsdale, Pa., makes 
Electro-Write Carbon Paper designed pri- 
marily for electric typewriters. Copies 
made with Electro-Write are sharp and 
clear, from smudges or roll 


free feed 





marks, and are clean to handle. In addi- 
tion to these features, this new carbon 
paper is extra long wearing, has the extra 
length and clipped corners to facilitate re- 
moval of all copies in one operation, and 
has a patented Codo Carbon Gripper in 


Tue Orrice—April, 1958 





each box. When Electro-Write carbon is 
used for typing on manual machines, the 
copies are said to look like they were made 
on an electric typewriter. For More In- 
formation Circle No. 122. 


DESKS 


Cole Steel Equipment Co., 415 Madison 
Ave., New York 17, N. Y., makes the 
Madison Line of steel desks including the 
President, Jr. Executive, Secretarial, Steno 
and Conference models. Designed to meet 
the rigid requirements of style and sturdi- 
ness, these desks are constructed of heavy 


furniture steel with aluminum trimmed 


linoleum tops. Available in popular deco- 
rator colors: Cole gray, desert tan, mist 
green and olive green. The steel desk tops 
are covered either in matching or contrast- 
ing shades. Each desk has an automatic 
locking device which locks all drawers 
with one center drawer lock. The Secre- 
tarial model illustrated has Cole’s sound- 
insulated typewriter platform. Machine 
pedestal may be ordered on either left 
or right side. When not in use, typewriter 
can be locked away safely. Matching work 
tables are also available in many sizes. 
For More Information Circle No. 148. 


ATTACHE CASE 

Olympic Luggage Corp., Kane, Pa., 
makes an Olympic Attache Case with a 
detachable portfolio, divided into five spa- 
cious compartments, which fits into the 
top of the case and may be removed by 
the half-turn of a concealed fastener. This 
feature is useful to executives on trips to 
distant cities. The case may be left in a 
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baggage locker while only the portfolio 
is carried during the business day. An- 
other feature is a dual purpose divider 
panel. It will serve as a writing desk while 
en route, and it conceals clothing and per- 
sonal items which are carried in the lowe: 


Finished in virtually scuff- 
proof Tolex, a top quality, heavy-duty 
vinyl plastic, the Olympic Attache 
will not fade, crack or peel. Easily cleaned 
with a damp cloth, it is available in brown 
or saddle russet with burnished brass hard- 
ware. For More Information Circle No. 
118. 


compartment. 


case 


COLLATORS 


Thomas Collators, Inc., Dept. B, 50 
Church St., New York N. Y., has re- 
designed its line of Thomas Collators. 
The all electric models have a completely 
new power drive mechanism. Utilizing 
dual head motors, self-reversing drive 
shaft and direct push-pull drive for the 
paper feed arms, the new design permits 
assembling sets of duplicated material with 
increased time savings, in some cases up 
to double those of earlier models. An 
added benefit is a reduction of 50% 
wear on the motor unit than in earlier 
models. Coupled with finger-tip adjust- 
ment of the length of stroke, the power 
drive unit causes instantaneous’ switch 
from rollback to forward thrust of the 
paper feed arms. In older models, a mo 
mentary idling was caused by the neces- 
sity for full circle cam rotation, regard 
less of the size of paper being collated 


less 
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and stroke adjustment used. Smoother 
operation and increased efficiency of the 
fhomas Collator result from the motion 
economy now possible. Now, for example, 
3 x 5 cards can be collated twice as fast. 
For illustrated literature, Circle No. 176. 


TYPEWRITER STAND 


Tiffany Stand Co., Dept. O, 7350 For- 
syth Ave., St. Louis 5, Mo., makes the 
Model 7711, Tiffany Jr. typewriter stand, 
produced especially for the limited budget 
buyer. Designed for standard and portable 
typewriters, hand-operated adders and 
where limited space is available. The stand 


—” 


has a number of quality features normally 
found in higher-priced stands. Top meas 
ures 15” x 18”; is one-piece, heavy gauge. 
solid steel construction. Two sturdy steel 
drop leaves are standard equipment. Each 
leaf is 9” x 15'2” and has two steel hinges 
which lock securely and release by slightly 
lifting the leaf. Leaf hinges are identical 
in design to those on the larger, heavier 
Tiffany models. Required floor 
base of stand is 15” x 18”. Width of top 
with two leaves up is 36 One-piece deep 
channel 
required rigidity 
2” diameter soft rubber, swivel casters for 
quiet portability 
Wheels have 
Tiffany Jr. 
Sea green 


No. 151. 


area Tol 


steel brace attaches to legs for 


Square tubular legs have 
Casters on two front 
brakes. The 
comes in gray, desert sage and 
For More Information Circle 


positive acting 
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CARBON SECOND SHEETS ; 


Rogersnap Business Forms, Box 10425, 
Dallas Texas, makes Rogersnap Carbon 
Second Sheets in a Flip Out Dispenser Box 
which requires minimum storage space and 
wrinkled carbons 

a complete sales 


stationers’ 


eliminates curled ofr 
This package 1s 
presentation which 
sample display kit 


motion 


part ol 
includes a 
that demonstrates by 
study how the 


time and photos 


Rogersnap Flip Dispenser and carbon sec- 
ond sheets can reduce non-productive typ- 
Typists and 
crisp 


ready 


more than 50°. 
have 


ing work by 
clean, 
carbon papel 
material, without 


carbon 


secretaries can always 


sheets of copy and 
for typing copies of any 
the time-consuming gathering of 
Hands remain clean be- 
cause they never touch the carbon. Roger- 
snap Carbon Second Sheets will make as 
many as ten copies on electric typewriters. 
For More Information Circle No. 181. 


and second sheets. 


OFFSET PLATEMAKER 


NuAre Co., 824 S. Western Ave., Chi- 
cago 12, Ill., has added the RP-40 Rapid 
Printer with 30” x 40” plate size to their 
present line of platemakers. The unit 1s 
beautifully constructed en- 
regular NuAre 
It requires only 


designed and 
tirely of steel, finished in 
baked silved hammerloid 
40” x 50 of floorspace and operates on 
220-volt 60 cycle AC. The RP-40 has an en 
closed 75-amp. arc lamp, with an exclu- 
sively designed reflector which assures very 
200d entire 30” x 40 
surface of the vacuum frame built into the 
lid of the unit. The vacuum frame can 


be loaded in the conventional face up 


coverage over the 
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manner. The glass lifts to allow piate and 
negative to be positioned. Then, by oper- 
ating the release knob, entire vacuum 
frame reverses to face down for exposure. 


The RP-40 is entirely automatic and ex- 
tremely fast, efficient and easy to use. It 
costs $695 with no charge for crating. 
For more Information Circle No. 152. 


TRANSLUCENT PAPER 


Charles Bruning Co.,-1800 W. Central 
Road, Mount Prospect, Ill., White 
Star translucent paper which, being whiter 
and visually more opaque, allows written, 
printed and typed information to be read 


offers 


easier and faster. At the same time, White 


Star’s extremely translu 
cency, ot 
it a tast 


increased use ofl 


high degree ol 
actinic light transmission, gives 
reproduction speed. With the 
diazotype reproduction 
machines for office copying, translucency 
is especially important. This paper’s trans- 
lucency eliminates the need of carbon back- 
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ing the original before using in reproduc- 
tion machines. Bruning also offers White 
Star printed in a variety of analysis pad 
rulings. For free samples, Circle No. 123. 


MODULAR DESKS 


Eisen Bros., 1601 Willow 
boken, N. J., has formed a 


Ave., Ho- 


division to 


newly designed line of 
desks in the medium and 
For More Information 


manufacture a 
modular 
low price brackets 


Circle No. 171. 


wood 


ADDING MACHINE 


Smith-Corona, Inc., Syracuse 1, N. Y., 
announces the 6MD portable adding ma- 
chine which weighs only 18% Ibs. and 
sells for $89.50. The machine will index 
five columns of figures on paper tape and 


total six columns. Made in Sheraton green 
and Biltmore blue decorator 
attractive in the home or 


has a 


colors to be 
Machine 
which prints 


office. 


positive clear signal 
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the letter “c” automatically with the first 
item if machine is clear. Positive visibil- 
ity insures that all entries on the tape, in- 
cluding the first, can be read immediately. 
Final figure and total are printed with a 
single stroke of the crank by activating 
the total key after striking final figure key. 
Non-add key can be used even after handle 
has started its downward motion and takes 
effect at any point short of impact. Error 
key clears entire keyboard instantly. Re- 
peat key is automatically disengaged and 
returns to normal position when total is 
taken. For More Information Circle No. 
156. 


€ 


FOLDING MACHINE 


Martin Yale, Inc., 2100 W. Fulton St., 
Chicago 12, Ill., announces an improved 
model Premier Auto-Folder CV with a 
new spring mechanism for more uniform 
folding. Its simplified operation allows 
even a child to use it. The CV Model 
is small enough for the smallest office, yet 
includes construction and design features 


usually found in large, commercial fold- 
ing equipment. The spring mechanism as- 
uniform folding without annoying 
adjustments during operation. Combined 
with the conveyor-stacker feature, quiet 
belt-drive, and handsome finish of the ma- 
chine, this new mechanism assures efli- 
cient operation. The Auto-Folder CV 
makes the seven most popular folds used 
for letters, invoices, mailing pieces, bul- 
letins, circulars, etc. A simple control 
quickly adjusts the machine from one type 
of fold to another. For More Information 
Circle No. 112. 


sures 
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CARBON COPY SETS 


Brownville Paper Co., Dept. CS, Brown- 
ville, N. Y., offers second-sheet Sea Foam 
Bond in carbon interleaved sets. Sea Foam 
Carbonsets consist of a sheet of Sea Foam 
Bond paper with one-time carbon at- 
tached for quick, convenient, clean car- 
bon copies. Sea Foam Carbonsets elimi- 
nate fumbling with separate carbons and 


copies and speed typing. The typist mere- 
ly inserts the set behind the letterhead 
and types, then snaps out the carbon and 
discards it. Uncoated margins on the car- 
bon neat handling and eliminate 
smudged copies. Seven colors are avail- 
able to provide faster routing of copies 
For free samples and brochure, Circle No. 
144. 


assure 


SMALL HEAT SEALERS 
Sealine Mfg. 4716 W. 
St., Chicago 44, makes the 


Lake 
Sealine 


Corp., 
Ill., 


Hand Sealer for manufacturers and proc- 


essors with products that require heat 
sealing of thermoplastic film where large 
production machines are impractical. In 
addition to small production work, it 
readily lends itself to the inspection op- 
eration where an auxiliary sealer is re- 
quired. It is also practical for laboratory 
use and for packaging. It does a rapid 
sealing job directly on polyethylene, plio- 
film and other plastic film in flat, straight 
or irregular shapes. The Teflon coating of 
the heat carrying roller of Models 50 and 


52 makes it unnecessary to use an inter- 
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mediate material or liquid. Cost is $23.90. 
Weight less than 1 lb. Large and com- 
fortable grip for easy handling. Safety 
rests keeps roller off table or bench when 
sealer is not in use. Temperature is ad- 
justable and accurate from 200° to 450°F. 


Heating element uses 50 watts. Three 
models are available for 110- or 220-volt 
operation, AC or DC. No. 50 is for poly- 
ethylene and pliofilm; No. 51 for cello- 
phane; No. 52 for cutting and sealing. 
For More Information Circle No. 134. 


WITHHOLDING TAX COMPUTER 
Melcar Office & Business Equipment, 

480 Canal St., New York 13, N. Y., offers 

the Tax Calculator which gives withhold- 


ing taxes and 244% _ social security 


jaanee 


aa eee ee 


ei 
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(F.I.C.A.) amounts on weekly wages up 
to $150 at exemptions of from 0 to 7. 
An additional chart shows pension plan 
withholding figures calculated at 2%, 3%, 
4% and 5% on wages from $50 to $200 
in $1 steps. The heavy vinyl plastic outer 
sleeve of the Tax Calculator is 442” x 11” 


Its inner sliding chart allows the correct 


withholding tax figure to be easily read 
through a clear window. Costs $3.50 with 


ten-day money back guarantee. Melcar 
also offers a Semi-Monthly Tax Calculator 
and an Interest Calculator at $5 each. 
For More Information Circle No. 107. 


MODULAR 
FURNITURE 


Imperial Desk 
Co., Evansville 
Ind., makes the 
Volee group of 
modular office fur- 
niture designed by 
Don Dailey & As- 
sociates. Jt taste- 
fully combines ex- 
truded aluminum 
legs and fine fin- 
ished walnut pan- 
els and tops. 
Drawer and cabi- 
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net units are interchangeable to provide 
maximum flexibility in modular arrange- 
ments. The group includes executive, cler- 
ical and receptionist desks as well as cre- 
denzas, side units, cabinets and tables. All 
are designed to be used as modular group- 
ings or individual units. For More Infor- 
mation Circle No. 113. 


INCOME TAX EXPENSE FORM 


Standard Register Co., Dayton 1, Ohio 
makes a Weekly Expense Report stand- 
ardized form, available for immediate de- 
livery. It accommodates a daily account- 
ing of all expenses incurred during a week . . , 
and will fulfill the tax accounting needs ent. Overall size of the form is 8¥2” x 
of most companies as well as those of the 7°4"; after separation, 8! 2" x 7”. Avail- 
individual employee. The form is a car- @ble boxed in multiples of 500 (triplicate) 
bon interleaved Zipset construction avail- @"d 750 (duplicate). For More Informa- 
able in either two- or three-part sets. Af- tion Circle No. 165, 
ter being filled in it is easily snapped apart 
One copy is held by the individual for his OFFSET ROLLER COVER 
income tax records and either one or two Van Son Holland Ink Corp. of America 
copies, depending on need, can be held Mineola, N. Y., offers the Dis-Cover, a 
by the company in its accounting depart- knitted, chemically impregnated, disposable 


PRACTICAL SOLUTIONS TO SPACE & STORAGE PROBLEMS 


No matter how cramped your present storage area now is, it 
is actually possible to add from 30-70% more storage equip- 
ment without using a ‘'wall stretcher’. This space ‘'magic'’ is 
accomplished through the unique principle of converting present 
wasteful aisle space into added rows of storage equipment. 


p ONLY he 
_ FOR 6, 7, 8 OR-MORE ROWS 


P ; j DOLIN 
ADD 30- 10% | nt’ te) -)) @ ae 
STORAGE EQUIPMENT — .s 
SHELVES, FILES, . Se ne 
CABINETS, BINS. ETC. 
IN LESS. SPACE 
FREE LAYOUT SERVICE 


No matter what you store—archives, office supplies or industrial stock 
parts, there is a DOLIN MOBILE STORAGE system to benefit your 
operations Every installation pays for itself through floor space 
saved. Zhe original system—proven since 1939. WRITE TODAY 
DOLIN METAL PRODUCTS, INC. 


319-10 LEXINGTON AVENUE e BROOKLYN 16, N. Y 
For More Information Circle No. 


Steen sh RRR Es 2 + 
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thanks to XEROGRAPHY 


“I don’t know how we ever 
got along without it” 


R. E. GINNA, Chairman of the Board 
Rochester Gas & Electric Corporation 


“We speed paperwork duplicating in every one of our 27 major 
departments—and always get copies precisely like the original’’ 


’ 
Speed and low cost are xerogra- Write for proof-of-performance 


phy’s chief assets as far as we are 
concerned,” says Robert E. Ginna, 
chairman of the board, Rochester 
Gas and Electric Corporation. 

“Because of them, we're doing 
things today we never could have 
considered before. On the basis of 
xerography’s present performance, 
we're saving upwards of $50,000 a 
year over the cost of former copying 
methods. 

“As for quality, it’s the highest.” 


Xerography can help you, too. 


folders showing how xerography is 
saving time and thousands of dol- 
lars for companies of all kinds and 


Sizes. 


THE HALOID COMPANY 
58-225X Haloid St., Rochester 3, N. Y. 


Branch offices in principal U.S. and Canadian cities 


HALOID 
XEROX 


For More Information Circle No, 249 
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A flip of the switch . 


. a press of the button... 


00K, VO HAVO 


Auto-typist eliminates routine typing and dictation . . . by automation 


Auto-typist brings you office automation! It’s 
the fastest, most accurate way to handle all 
repe titive corre sponde nce...and it’s true that 
well over half of general office correspondence 
is routine, or follows a standard form. Sales 
letters, order acknowledgments, answers to 
inquiries, collection letters, just to name a few, 
can be handled efficiently and economic ally 
by Auto-typist. Any of your girls can turn out 
125 letters a di Ly with an Auto- typist — 3 to 4 
times normal manual typing output. Any 
standard office typewriter can be converted 
into an automatic typing machine — and one 
average typist can operate as many 
as four Auto-typists. 

How Auto-typist works . . . Care- 
fully prepared letters or paragraphs 
are perforated on a paper roll which 
operates the typewriter keys... 
similar to a player-piano roll. Twe nty 


or thirty complete letters can be included, or 
a series of paragraphs which can be combined 
to make up many letters. 

Salutations are manually type ‘d, then, by 
merely pushing the numbe red button or but- 
tons that corre spond to the letter or paragraphs 
desired, Auto- typist automatic ally picks out the 
letter, or assembles the paragraphs in proper 
order, and types it perfectly! Manual inser- 
tions can also be made at any point desired. 

The Auto-typist method . .. the perfect 
push- button method of typing automatic ally 

. offers definite savings to every cost- 
conscious organization. Write for free booklet. 


INU ome bat 


AMERICAN AUTOMATIC TYPEWRITER CO., 2323 N. PULASKI! RD., CHICAGO 39, ILL. © MANUFACTURERS OF AUTO-TYPIST, COPY-TYPIST AND CABLE-TYPIS 
For More Information Circle No. 209 





dampening sleeve originally designed for 
use over molleton form rollers but which 
can be used also over any built-up rubber 
water form roller. Its use eliminates lint 
and provides accurate water control, al- 
lowing quick changes for running different 
colors. Dis-Cover is made in 15 sizes for 
all offset litho presses from the smallest 
duplicator to the largest commercial litho 
press. In addition, Dis-Cover is made in 
rolls of 12-yd. lengths. For More Infor- 
mation Circle No. 109. 


STENCIL DUPLICATORS 


Milo Harding Co., 111 Tempo Bldg., 
Monterey Park, Calif., announces that the 
oscillating ink rollers on Tempo-Geha 
Comet Paste-Ink Stencil Duplicators are 
now made of high density, cellular rub- 
ber. This insures even inking up to 8%” 
wide and 1342” long. Even though it may 


ae 


be idle for a time, the Comet is ready to 
run good copies immediately. The Tempo- 
Geha line consists of four electric and 
two hand operated stencil duplicators. 
The lowest priced model screen-inking 
dual cylinder Comet is still $199. It is 
guaranteed by the Milo Harding Co., 
manufacturer of Tempo Film Stencils, 
Ink., Duplicators and Accessories. For 
More Information Circle No. 142. 
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ASK YOUR 
Office Supply or 
Typewriter Man 
To Demonstrate 


BUD 


PINK PLASTIC PUTTY 


that pulls the dirt out of type- 
writer type rather than washing 
it into the machine 


Easy as 1, 2,3! 
1. Flatten the 
. ressing ve 


ae 


ee ck to 
fd the wr ys 
Paid he pyramid $ shap 


NO MESSY LIQUIDS 
to remove nail polish, 


spot or spatter clothes. 


NO HARMFUL FUMES to cause headaches 
or colds. 


To make neat erasures—just touch the word 
to be erased, Bud will absorb the surplus ink. 
Then erase and there will be no smear, 


Retails for 50¢ each 
Dealers—write for sample and cost 


BUD TYPE CLEANER 
P.O. BOX 4644 
BALTIMORE 12,MARYLAND 


For More Information Circle No. 317 
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“THE BOSS SAYS 

TOLEDO PRODUCTS 
HELP THE OFFICE 
RUN SMOOTHER!” 


Toledo metal furniture 

is job-engineered . . . unsurpassed for 
functional utility. It’s good-looking, 
too. And ruggedly built for extra 
years of service. Ask your dealer 


about Toledo’s complete line. 


* 48100—Office Table 


—various sizes; For- 
mica or linoleum top 


9700—Mobile 

File and Mail Unit 
—transports big 
loads easily. 


~~ 


7800 and #671 
—Office Machine 
Stands—Many 
types and sizes 
Stable, safe. 


5056—File 

Stools—comfort- 
cble, provide 
easy, quiet mo- 
bility. 


> 
There's no topping TOLEDO! 


n# LOLEDO 


METAL FURNITURE COMPANY 
1504 South Hastings Street * Toledo 7, Ohio 


For More Information Circle No. 318 
160 


PHOTOCOPY PAPER DISPENSER 


Hunter Photo-Copyist, Inc., 43 Spencer 
St., Syracuse 4, N. Y introduces the 
Thrifty Model paper dispenser, constructed 
covered with a 


of heavy cardboard and 


durable green gloss finish, accommodating 


either letter or legal size paper. This com- 
bination unit provides space for both nega- 
tive and positive papers with the negative 
paper section equipped with a convenient 
and positive means of ejecting paper for 
use. A Thrifty Dispenser will, in the fu- 
ture, be included without charge with 
HeccoKwik sale. The Thrifty Dis- 
retails for $3. For More Informa- 
115. 


every 
pense! 
tion Circle No. 


SMALL SPIRIT DUPLICATOR 


Paraplegics Mfg. Co., 10068 Franklin 
Ave., Franklin Park, Ill., makes the Dupli- 


ket, a low priced portable spirit duplicator 
which retails for 
duplicator is 


and envelope addresser 
$14.95 This pocket size 
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PUL ‘Set’ the Type for it... 


. or for any other method of printing or ,anwon™h 
duplicating ... stencil, photo-offset, spirit, 


blue-print, etc...right at my desk...on my | 
eS. 


ari- per. i 


the machine with 1,000 faces 


Your printed copies will have an attractive professional 
look because Vari-Typer can give you all the popular 
styles and sizes of type for any job...from an office 
form to a catalog...from a bulletin to a house organ. 





Two different type fonts 

can be used at one time. Two 

seconds to make the change. Each font 

is a complete alphabet, upper and 

lower characters, numerals and punctuation, 
plus a wide variety of extra symbols. 


The body copy in —— For Full Information, Fill in Below, and eee 
this text was Vari-Typed. 


The beads were pbhoto- 
composed on Headliner. 


Vari-Typer Corporation MAIL THIS ENTIRE AD TO 
A SUBSIDIARY OF “ ' 5.43 
Addressograph-Multigraph ff VARI-TYPER CORPORATION Depr. S-4: 
Corporation j 720 FRELINGHUYSEN AVE., NEWARK 12,N.J. 


For More Information Circle No. 304 





packaged as a complete kit with all sup- 
plies for immediate use. It reproduces 
anything drawn, written or typed in as 
many as five colors. For More Informa- 
tion Circle No. 163. 


XEROGRAPHY & FILM BACKS 


Robertson Photo-mechanix, Inc., 7440 
W. Lawrence Ave., Chicago 31, IIL, offers 
holding devices for all size xerography 
plates to fit on their various camera models 
in every size, vertical, low bed and over- 
head. Refined engineering has made pos- 
sible wide  interchangeability between 


camera sizes for any given size xerography 


{ al 
plate holder. Companies using both xero- 
graphy and film reproduction, or those 
with several cameras of different sizes, 
can interchange the holders between cam- 
eras. The same camera can quickly be 
changed to use a vacuum back, plate bars, 
cut film adapters and xerography. Offices 
having need for both high precision silver 
photographic reproduction as well as cer- 
tain types of xerography reproduction. can 
obtain this versatility on one piece of 
equipment. For More Information Circle 
No. 141. 


BALLPOINT PEN 
Autopoint Co., 3200 Peterson Ave., Chi- 
cago 45, Ill., makes the Penstik ballpoint 
pen designed specifically for commercial 


use. It will write 37,000 words, equal to a 
line 2.9 miles long. It features pencil 
length and a pencil grip for ease of han-, 
dling and writing, and relief of writing 
fatigue. The Penstik uses government and 
bankers’ approved inks which cannot fade 
or transfer. Available in blue-black, red, 
green, reproducing and laundry marking 
inks, with Real-Thin fine writing point for 
blue-black ink only, or regular point for 
all inks. It has a heavy duty point mech- 
anism for trouble-free writing. Retail 
price is 29c. Reproducing ink, laundry 
marking ink and Real-Thin models are 
39c. As a commercial pen, its extra 
length reduces chances of pilferage. For 
More Information Circle No. 146. 


COOLING, HEATING SYSTEM 


Kelvinator Div., American Motors Corp. 
and Embassy Steel Products, Inc., 870 
Stanley Ave., Brooklyn, N. Y., offer the 
Weather-Twins combination air conditioner 
and convector heating system. Housed in 


an integral cabinet, the system allows cool- 
ing or heating only rooms for 
greater economy. It reduces main- 
tenance costs. The individual Kelvinator 
air conditioning units can be installed in 


necessary 
also 
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Cluttered desks like 


this can cost 30 minutes a day 


See! It’s designed to keep top clear and drawers organized 


Why they bought 300 clutter-proof desks 


This ingenious Organized Desk cures bad 
working habits and saves time 


A well-known Louisville, Ky. manufacturer* went 
along thinking that cluttered desks were—well, 
just the accepted thing. That is until they bought 
300 Shaw-Walker “‘Clutter-Proof’’ Desks 

“The improvement in efficiency was amazing,” 
was their frank comment. ‘‘At some work stations 
it meant as much as 30 minutes saved each day.”’ 

How can a desk save so much time—time that 
can go into productive work? With these new desks, 


time-wasting top clutter and 
drawer hodgepodge are eliminated 

Fully 75% of things that clutter 
tops and drawers of other desks 
have a specific place inside this 
desk. There are off-the-desk trays 
for incoming, outgoing and pending letters, off-the 
desk space for work organizers, work separators, 
deferred projects, binders, books, pads, forms, card 
lists. There’s even an in-drawer wastebasket and 
provision for in-drawer phone! 

See these ‘‘Clutter-Proof’’ desks in 58 color com- 
binations at our branch or dealer or write Shaw- 
Walker, Muskegon, Michigan, for new 252-page 
Office Guide 


*Name on request 


Largest Exciusive Makers of Office Equipment 


Muskegon 14 , Mich. Representatives Everywhere 
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offices at tenant’s discretion. If a unit in silent. Embassy convectors are available 
an individual room breaks down, it can be for rooms where air conditioning 1s not 
removed and immediately replaced with required, and the air conditioners may 
another. Since the Kelvinator air condi- be installed where heating is not desired 
tioner is air cooled, there are no plumbing Cabinets are standardized for harmony 
or water problems and costs. The heating ind fit through and under the window 
portion of the Weather-Twins is the Em- wall. Face of the cabinet inside the room 
bassy convector, suitable for a wide range is almost flush with the wall. Outside tn- 
of heating requirements since the elements — stallation is even with the face of 
are adaptable for one-pipe steam, two-pipe building. Weather-Twins cabinets can 
vacuum and hot water systems. Since there fully recessed, partially recessed or free 
are no fans, the heating unit is completely standing. Cabinet fronts may be removed 
or replaced with 
out tools; no 


s bad screws or fasten 
Swifty, thrifty <2": 
5 their construction 

or installation. For 


© 
n U mM b e ri n More Information 
Circle No. 166. 
CARPET 


machine ree 


Handles most every of- Mfg. Co. 4611 
y North 32nd St., 


fice numbering job Milwaukee 9, Wis 
quickly, inexpensively. 
Automatic — consecu- 


tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
extra cost. 


Nine stock com- 

binations, all at 

one low price! 
ns 


\ 


nee nail 
WM. ‘ & CO., Incorporated _— 
wis makes the Execu- 
216 Nichols Ave tive Suite com- 
3 Oe AP pact sweeper which 
v Brooklyn 8, N.Y measures only 
914" ". Tne 


x 64 
Sales Offices: NEW YORK « CHICAGO « SAN FRANCISCO « MONTREAL ‘Saas 
sweeper is finished 


For More Information Circle No. 297 
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— Keen 


Fast as Your Machines? 





VISIBLE 








speeds the availability of 
source material 

provides accessible filing 
of the products of 


AUTOMATION 


** art stores Electronic machines produce punched cards and 

gt8* #242436 tapes at astounding speed. Once punched they 

a or - become permanent records to be used over ard 
over again. Acme Visible Records and equip- 

ment provide for filing and fast finding, with 

SEEABLE indexing that speeds the handling of 

this material to keep pace with the machines. 


ACME VISIBLE RECORDS, INC. 


Crozet, Virginia 








District Offices and Representatives in Principal Cities 


ACME VISIBLE RECORDS, Inc., Crozet, Virginia 


We are interested in Acme Visible Equipment for records 


to show you samples Company Attention 


Hove representative call. Date 


Address 


City 


For More Information Circle No. 237 
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Here is a typewriter that is perfectly 
at home in any office. A beauty for 
looks, a delight to type with, and a 
willing work horse for any kind of 
typing job, large or small. It's a mat- 
ter of pride with us that so many 
makers of quality products insist on 
OLYMPIA. These discriminating firms 
insist on high quality. And they know 
that OLYMPIA standards are based 


on years of experience of craftsman- 


SO IPIVIVIVIVIVIVIVIVIVINIVIELY, 
AWWA 


ship and design. See your authorized 
Olympia dealer today. 


AND CONSIDER THESE PLUS FEATURES 


¢ Plastic alignment guides ideal for 
drawing horizontal and vertical lines 
and form ruling. 
Automatic tabulation clearance for 
instant and automatic clearance of 
all tabulator stops. 
46 spring-cushioned, finger-form key 
tops, give a comfortable feather- 
light touch and prevent finger 
fatigue. 


Writes BEST of all... 





pa 


Because it’s built BEST of all. 


OLYMPIA DIVISION inter-conTINENTAL TRADING CORPORATION 


SO West? STREET * 


NEw YORG @, N.Y. 


For More Information Circle No. 280 
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in polished brass with black trim, designed 
to look right in an office. Executives who 
spill ashes or crumbs on the carpet need 
not wait until the cleaning woman comes 
around to sweep them up. A secretary can 
use this carpet sweeper to tidy up quickly 
and without embarrassment. The sweeper 
works on bare floors as well as on carpets 
and rugs, and has moving combs to keep 
the brush clean. List price is $9.95. For 
More Information Circle No. 155. 


BOOKCASES 


Interstate Metal Products Co., Office 
Equipment Div., 666 Lake Shore Drive, 
Chicago 11, Ill, makes Maso Bookcases 
in heights of 29” and 42”, designed to 
give additional counter and storage space 
while blending with modern office furni- 
ture. These durable, electrically-welded 
units, with tough baked-on-enamel finish, 


are available in basic (open) units or with 
steel or glass sliding doors which lift off 
to allow easy alteration of adjustable 
shelves. Both the 29” and 42” models are 
supplied in either 12” or 18” depths. One 
shelf accompanies the 29” unit, two 
shelves are supplied with the 42” model. 
Additional shelving is available. Available 
in olive green and gray. For More Infor- 
mation Circle No. 150. 
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own your own 


PRIVATE 


telephone system 


Fully Automatic Interoffice Communication 
with your own DuKane dial telephone 
system can cut switchboard loads by 50% or 
more. Every call is quick, personal, and 
rivate. Economical systems can be installed 
or any number of stations, and easily 
enlarged or expanded to include intercom, 
paging, alarm, or central sound systems. 





DuKane manufactures a complete line of 
communications products for industry, with 
a nationwide network of more than 300 
engineering distributors ready to help solve 
Aes individual problem. Your nearest 
uKane man is listed in the Yellow Pages. 


EMERGENCY, ALARM, AND PAGING SYSTEMS 
FLEXIFONE INTERCOM SYSTEMS 
BACKGROUND MUSIC FROM RECORDS OR TAPE 


DuKane 


pioneer in industrial communications 
DuKane Corporation, Dept. 0-48-S, St. Charles, III. 


Send me information on owning my own closed-circuit 
telephone system 


(CD Have a OuKane communications consultant call at my 
office 


ee 





Company. 





Address_ 7 





City & State___ 





For More Information Circle No. 302 
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Clarkson has 
gained 


all 13 of 
America’s 13 
largest 
corporations 
use Clarkson 
forms. 


Over 3,000 
other firms, 
large and 
smali, use 
Clarkson forms 


Do you ? 


CLARKSON 


PRESS INC. 


our only product... the 
FINEST tabulating forms 


NATIONALLY DISTRIBUTED 








For More Information Circle No. 327 


168 


WIRED LECTERN 


American Communications Corp., 280 
Broadway, New York 7, N. Y., makes the 
Hi-Fi Portable Podium which consists’ of 
a portable public address system and fold- 
ing lectern for use in rooms accommo- 
dating up to 200 people. There is a high 
quality pencil microphone with separaie 


on-off switch, amplifier and true - sound 
speaker. One dial controls sound output. 
A fluorescent light, for even and com- 
plete coverage of reading matter, has sepa- 
rate switch and adjustable hood. Entire 
unit plugs into one AC outlet and ts 
housed in a handsomely finished, solid 
walnut cabinet. Costs $295 f.o.b. above. 
Engraved nameplate $10 extra. For More 
Information Circle No. 180. 


BURGLAR ALARM 


Gulton Industries, Inc., 212 Durham 
Ave., Metuchen, N. J., offers the Electro- 
Sentry electronic alarm which can be in- 
stalled by the user to protect four differ- 
ent points, each covering a radius of from 


fhe sensors are attached 
Wherever desired and plug into rear of 
control unit which plugs into a standard 
electric outlet. When intruder trips alarm, 
red light appears on control unit. Green 
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A NATIONAL SYSTEM sim: 


lifies the ac- 
counting set-up at 


the American Oxygen 
Service Corp 


ap 
y 


> 


NATIONAL ACCOUNTING MACHINES post Accounts Receivable, 


Payroll, Sales Analy Demurrage Billing, and General Ledger re 


“Our C@alional System 


saves us 11,820 


Sis, ora 


Secretary of the American Oxygen Service Corp. ‘We find that 
a National System saves us so much time over our previous 
method that it quickly pays for itself through savings! 

“Now that we have a National System, our records are al- 
ways posted to date. Even with a 50° increase in volume, vital 
business information is immediately available at all times. Ou 
Nationals are easy to operate, too, which 
makes it easier for us to train new em- 
ployees PF, woh 

“By increasing the efficiency of our op- ¢ 
eration, our National System saves 
more than $11,820 a year, returns 51 
nually on our investment!” . 


Assistant Secretary of 
the American Oxygen 
Serv e Corr 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 
989 OFFICES IN 94 COUNTRIES 


us 
an- 


For More Information Circle No. 


OFFICE 


Tut April, 1958 


Payables 


s Secretar < 


J. BROCKER, Assi 


a year... 


returns 51% annually on investment.”’ 


—American Oxygen Service Corp., Harrison, N. J 
“We installed a National Accounting System to handle our ex- 
panding bookkeeping department,”’ writes J. Brocker, Assistant 


Your operation, too, can benefit from 


the time- and money nq features 
Nationals pay 
then continue 
y profit. For 

your near 
today. 


lV 
of a National System 
for themse ves qu KIYy, 
to return a regular year 


omplete information, ca 
by National rer 
He's listed in the yel 


of your 


esentative 


ow . 


pages phone book 


“TRADE MARK REG. U.S. PAT. OFF 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
nce paper (No Carson Required) 








“This $65 instrument 
Saves me 60¢ an hour 
in production costs’’ 


| TIME 
RECORDER 
+ TOTALIZER 


what TRT is: an instrument that auto- 
matically records “on-off” time of any 
machine or process. Information is marked 
on a continuous, time-indexed tape. Tapes 
run as long as 4 months. 

what TRT does: shows on tape exactly 
when “‘down-time’” occurs, how long it 
lasts. Access window enables operator to 
write reason for stoppage. Visual counter 
totals actual productive time. 

how TRT saves: TRT data-on-tape gives 
accurate, single-source basis for cost- 
cutting in plant or office: time study, pro- 
duction control, maintenance, locating of 
bottlenecks. Write for free Brochure or-4 


Standard ixstaument core 


657 BROADWAY, NEW YORK 12, NEW YORK 





For More Information Circle No. 334 


COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in {3 heights — 4 
widths. Send for Circular 
56-0 and prices. 
i. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, III. 


For More Information Circle No. 325 


170 





light is visible when unit is secure. Unit 
will operate other visible or audible warn- 
ing signals. Can be used to operate dis- 
plays, etc., to attract passers-by; adjusted 
to reset itself at intervals from 30 seconds 
to 15 minutes. Other uses include turning 
on lights, recorders, operating camera, 
protecting children. For More Information 
Circle No. 129. 


TYPEWRITER, TAPE-CARD PUNCH 


Friden, Inc., San Leandro, Calif., makes 
the Friden Flexowriter Tape and Card 
Punch, Model FTCP-8, which will pro- 
duce any style of typed document, from 
manual to automatic typing, and simul- 
taneously by-product selective 
or composite punched paper tape and tab- 
ulating cards. This minimizes the neces- 
sity for clerical help, tabulating card con- 
verters, key punches and _ verifiers. Its 


create a 


ability to punch cards and tape directly 
from one writing makes it suitable for 
most any application where tabulating 
cards are used, such as sales orders, in- 
production orders, purchase 
orders, insurance documents and other 
forms. The FTCP-8 is cable-connected 
to either an IBM 024 or 026 Card Punch. 
Punching data selected for either tape or 
tabulating cards is controlled automati- 
cally by Flexowriter Program Tape. A 
switch control permits the machine to be 
used for other programatic applications 
without the card punch being connected 
or turned on. Another model of the ma- 
chine, the FCP-8 Flexowriter Programatic 
Card Punch, does not include a Tape 


voices, 
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see the Miiibotibedat= 1 


latest rehii lex 
office / 


equipment 


*& 


=> deolos-jiifela 


CONRAD HILTON HOTEL, CHICAGO 


See hundreds of cost- and time-saving devices on display— 
many for the first time—at the *National Office Machinery and 
Equipment Exposition. Latest office machinery, equipment, 
furniture, supplies, and services on display under one roof. 


learn new noma's 39th 
management ML AL Seal ite] al— 1 


techniques / roto} ali) a-Jaleort— 


eel. i elem She), mae. iie.\ cle) 


Discuss management problems and techniques with leading 
authorities and top business executives during this fact-filled 
3-day Conference. Bring new ideas back to your job, find out 
how to make your office more efficient. Write today for 
advance registration forms! 


VT NATIONAL OFFICE MANAGEMENT ASSOCIATION 
and mo 1931 OLD YORK ROAD, WILLOW GROVE, PENNSYLVANIA 


oh MAAC Eaey, Rush: [] information [_] registration forms for NOMA‘s 
International Conference & Exposition 


NAME 





COMPANY 





ADDRESS 





For More Information Circle No. 197 
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Punch. Operating automatically at 572 
codes per minute, the Flexowriter Pro- 
gramatic Tape and Card Punch and the 
Flexowriter Programatic Card Punch offer 
speed, accuracy, economy and depend- 
ability. For More Information Circle No. 
108. 


ACCOUNTING FORMS CABINET 


Systomatic Business Forms, Inc., 480 
Canal St., New York 13, N. Y., intro- 
duces the Ezomatic Storager designed to 
complement accounting machine installa- 
tions. This unit provides upright storage 
for journal sheet binders of any size up 
to 26” x 17” and a locked drawer for safe, 
convenient housing of form bars with posi- 
tive protection of stop mechanisms. An 
additional locked compartment is used for 
safekeeping up to 10,000 blank checks. 
Shelf arrangement provides instant visual 
control of the inventory of journal sheets, 
ledger cards and statements at point of 
use and assures that forms will not de- 
velop curl. Construction is of heavy gauge 








steel finished in gray hammertone. Doors 
and bottom are reinforced by welded pan- 
els. Seams and corners are welded 


wide, 28” 
Informa- 


throughout. The Storager is 39” 
deep and 50” high. For More 
tion Circle No. 103. 


=S-P-E- P- E- E-D— OPERATIONS WITH 


- CHESHIRE 


LABELING EQUIPMENT 





It’s “on the way 


” sooner with CHESHIRE equipment— 


and at less expense. High speed automatic attachment 
of pre-addressed labels synchronizes printing presses and 
transportation. Accurate placement without misses on 
envelopes, postcards and light weight printed pieces up to 
11” x 14%" assures efficient handling and neater 
appearance. Cheshire labeling machines are 


available in models starting 
at $3,000 and can now be 
supplied with an automatic 
town separator device. 

Labeling machines also avail- 
able for magazines, heavy pub- 
lications and newspapers. In- 
vestigate without obligation. 


MODEL E 
FULLY AUTOMATK 


CH ESHIRE INCORPORATED 1644 NORTH HONORE STREET, CHICAGO 22, ILLINOIS 


For More Information Circle No. 361 
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Olivetti offers unique machines, such 
as the only high-speed calculators that 
print, the only printing calculator with 
dual-registers, the only manual type- 
writer with proportional spacing . . . one 
of the most complete lines (18 office 


olivetti 


The Olivetti Divisumma 24 is 
a high-speed single-keyboard 
printing calculator with auto- 
matic constant and memory. 


machines) to choose from... a 50-vear 
record of reliability, with 3,000,000 type- 
writers and 700,000 calculators sold. For 
information, write Olivetti Corporation 
of America, 375 Park Avenue, New York 
22, New York. 


For More Information Circle No. 303 
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BALLPEN to the employer and one copy is retained 
All-Rite Pen, Inc., Hackensack, N. J., y the employee. At the end of the year 
makes the Hidden Helix ballpen which the employee has a complete record for 
has a patented spiral mechanism sealed — filling in his income tax return and figur- 
inside the ink cartridge to regulate the ig the effect of reimbursed or deductible 
supply of Arco ink and assure an even, 
constant flow down to the last drop. This 
provides extra writing “mileage” and en- 
ables the pen to perform smoothly and 
cleanly. The pen has an extra large ink 
supply, double action retractor mechan- 
ism, chrome cap and: pocket clip. Barrels 
come in black, blue, gray, green and 
maroon. The Hidden Helix ballpen sells 
for $1. For More Information Circle No. 
114. 





INCOME TAX EXPENSE FORM expenses. It reduces to a minimum the 


Wilson Jones Co., 209 S. Jefferson St., time-consuming ordeal of trying to gather 
Chicago 6, Ill., makes a GrayLine, two- a year’s receipts and expense memoranda 
part, carbon interleaved weekly Expense from files, old memo _ books, calendars, 
Report form. One copy of each set goes wallets, desk drawers and auto glove com- 





NEW! MODERN MACHINES FOR MODERN BUSINESS 


¢ AUTOMATIC TIME STAMPS 
¢ AUTOMATIC NUMBERING MACHINES 
¢ ELECTRIC QUICK SET NUMBERING 
e ELECTRIC DATERS 
e ELECTRIC CHECK SIGNERS 
e ELECTRIC ENDORSERS 
¢ CHECK CERTIFIERS 


Ajax recording machines and devices record your 
operations . . . Quickly . . . Accurately . . . Eco- 
nomically . . . Permanently. Excellent for carbonized 
and snap out forms. 


Consult us on any problems that have 
to do with timing, dating and/or 
numbering. 





AJAX BUSINESS MACHINES, Inc. 


112 Magnolia Ave., Westbury, N. Y. EDgwood 3-2111 











For Mcre Information Circle No. 323 
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lustrous wood-grain 
"EXECUTIVE" PLASTIC OFFICE CHAIR MAT 


easy to clean : 
ey nt matches your modern furniture 
sists alcohol, ciga- P ‘ P . 
rette burns, etc. Here is the most beautiful chair mat ever designed—the 


Interstate “Executive.” Available in Driftwood Gray, Walnut, 
Desert Tan, or Mist Green wood grains in gleaming plastic 
laminated to extra-thick Presdwood. The striking “Executive” 
is long wearing—an independent laboratory test proved that 
more than two million scuffs and abrasions did little more 
extra thick than remove gloss from the tough plastic surface. Low in 


Hea tamination of cost too. 
wood-grain plastic 
over 8/16" Presd- SEND COUPON TODAY —--——-— 
yout Won't slip— 
won't creep. ‘ Interstate Metal Products Co.,Inc; Dep't L 
INTERSTATE (Office Equipment Division) ois 

666 Lake Shore Drive, Chicago 11, Hil. 
be R & é€ Please send me FREE literature and more information about Executive 
. plastic chair mats, 
literature & 


office equip- NAME 
ment catalog 











TITLE 





Chairs glide smoothly 

over the mar-resistant COMPANY 
surtace. Not slippery. 
Chip resistant. ADDRESS. 














(city) (zone) 





For More Information Circle No. 287 
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Get on the right track! 


a 
lm | 
Hi tcommee 
Bins ~n| heen 
== 











For efficiency and economy...use 


THE DENNISON LINE 


Flag your needs NOW and order a supply of 
Dennison office aids from your stationer. 


ADDRESSING LABELS ; NOTARIAL SEALS 


MAILING LABELS, ~) GUMMED STARS, DOTS, 
PARCEL POST LABELS, REINFORCEMENTS, 
AIR MAIL LABELS INDEX TABS 


PRES-A-PLY LABELS INDEX DIVIDER SETS 
RED BORDERED LABELS COIN MAILING CARDS 
FILE FOLDER LABELS PAPER FASTENERS 
MENDING TAPE KEY TAGS 
CORRECTION STICKERS METAL RIM TAGS 
CORRECTION TAPE SHIPPING TAGS 


Unauh 


- 


8! 


~~ 
ge! 


Say ‘‘Dennison”’ when you want the best! 


Dennison 


MANUFACTURING COMPANY 
Framingham, Massachusetts 


For More Information Circle No. 443 
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partments. GrayLine Expense Reports are 
packaged in transparent polyethylene bags 
of 50 sets each or a year’s supply for an 
individual. The bag keeps the forms clean. 
Bright yellow display copy on the bag . 
makes it a self-service piece for impulse the thamdparent OVATE 
sales. There is no need of opening a box 
to show samples of the form. For More 
Information Circle No. 133. 


Floor 


TAB CARD HAND PUNCH 


International Business Machines Corp., 
590 Madison Ave., New. York 22, N. Y., 
offers the IBM Port-A-Punch for hand- 
punching tabulating cards. It consists of 
a lightweight plastic punching board, a 
clear plastic template perforated with 
guide holes for punching, and a punching 
tool which resembles a mechanical pencil. 


Does Much More 
than just Protect 


Floor Show gives ‘‘under-glass"’ 
protection to fine carpets or 
floors and lets their beauty be 
seen. : 


If you pride yourself on taste- 
Uses IBM cards w hich are pre-scored ac- ice analt dame ae = 
cording to particular job requirements. Floor Show. 
fhe card record is inserted and aligned 
beneath the plastic template. Holes are 
punched by pushing the punching tool 
through the selected guide holes in the 


template and then through the card. When i. Della ee 
removed, the card is ready for machine alias. ine: 


processing. A built-in stripping action in- sedeihiaicis: » Save Gentle 
sures clean removal of card chips after Phone Fort Worth — ED 5-3214 
punching. The IBM Port-A-Punch offers Dollas — TA 4-6703 * Houston — WA 8-3494 
an economical solution to most on-the-job Repr 

recording problems, such as statistical sur- 


Write for literature. 


For More Information Circle No. 324 
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DURACRON Finishes 
... Exclusive with 
Ferrometal Add 
Lasting Beauty, 
Longer Service to 


Ferrometal 
STEEL OFFICE 
PARTITIONS 


Your office partitions stay new-looking 
much longer when you insist on 
FERROMETAL — with the new, hard, 
tough DURACRON finish. DURACRON, 
formulated with unique thermosetting 
acrylic resins, provides eye-resting, soft 
tone colors of porcelain-like hardness. 
MODERNIZE TODAY — for greater working effi- 
ciency, privacy, improved morale, and durable 
beauty—with low cost FERROMETAL Quality Steel 
Partitions. Built of heavy, sound-deadened steel- 
and-glass units, they're easily installed, ready for 
use days ahead! 


WRITE for free illustrated folder 
showing partition arrangement and 
design details Profitable dealer 
territories still open. 


PARTITIONS 
DIVISION 


Ca, 


MILWAUKEE STAMPING 
2532 West National 
Manufacturers of Quality Pariitions for Over 30 Years 


For More Information Circle No. 315 


DRAWING INSTRUMENT 
FOR DUPLICATING 


Fine lines and detailed draw- 

ings are easy to make on dupli- 

cating stencils and _— spirit 

masters with the ELECTRO- 

STYLUS. Use it like a 

fountain pen, Trace artwork. 

Get perfect reproduction with- - 

out lines spreading. Draw over typewritten copy—stencils 
won't tear. ELECTRO-STYLUS, with 5 different points, 
only $14.50 postpaid. Moneyback guarantee, 


ELECTRO-STYLUS, Forsyth, Missouri 


For More Information Circle No. 316 


COMPANY 


Avenue — Milwaukee 4, Wis. 
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veys, opinion polls, testing results, physical 
inventory, meter reading, road surveys, 
price marking, tool requisitions and move 
tickets. For More Information Circle No. 
164. 


INSULATED LEDGER FILE 


Midwestern Mfg. Corp., Indianapolis 4, 
Ind., makes the Ever-Safe File 
which is portable and rolls effortlessly to 
point-of-use. It is easily positioned at the 
posting machine for maximum working 


Ledger 


‘ ) 

convenience. Drawer has finger-tip oper- 
ation on a ten-roller-bearing full suspen- 
sion. No heavy lifting of filled posting 
trays is necessary. Records never need to 
leave the file. With just a flick of the 
finger, drawer is closed and valuable rec- 
ords protected from fire and _ theft. 
Equipped with Yale tumbler key lock or 
combination lock. Standard gray, 
green or desert tan. For More Informa- 
tion Circle No. 145. 


colors 


ACCOUNTS PAYABLE SYSTEM 

Impact! Inc., 3407 Prospect Ave., Dept. 
62-3, Cleveland 15, Ohio, offers the 
Checkeeper checkbook to provide the in- 
dividual or small businessman with a sim- 
ple method of keeping financial records 
in order. The Checkeeper provides a per- 
manent file for returned checks, duplicate 
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“l can thank the FH 
for my raise!” 


~~, “7 noticed that two girls in our department 


#, 


were often called away from their regular 


work to fold circulars, price lists, bills, or 
j | other mailing pieces. One day I did a little 
g 


computing, and showed my figures to the boss. 
A folding machine would save a lot ef money, 


| 


I said. He agreed. So we got a Pitney-Bowes 


es 


folder. And I got a raise!” 


+4 
/ Folding is a mechanical job . . . done faster and 
better by the Pitney-Bowes Model FH than by 
human hands. And it costs less than a standard 
typewriter! Even the smallest office can afford it. 
Electrically driven, with semi-automatic feed, 
the FH can double-fold as many as 80 
standard letter sheets a minute. (Automatic 
feed, at slight extra cost, is even faster.) 
The FH can be easily set up and used by 
anybody. Portable, it can be handily moved 
to any department where needed. 


Makes eight different folds, takes sheets from 

3 by 3 inches to 84 by 14 inches, handles most 
standard paper weights and finishes ’ 

—and will fold sheets stapled together. > 


Even with only occasional use, the FH soon pays for itself, r S Le \ 


in convenience as well as time saved. Ask the nearest PB office as Op » 
Ss. OW 


for a demonstration, or send coupon for free illustrated booklet. fon 


Costs less than 


a standard typewriter! 


The larger FM, fully automatic, 
can fold up to 19,000 sheets an hour. 





PITNEY-BOWES PITNEY-BoweEs, INC. 


3405 Walnut Street 


Folding Machines | © ‘-:"con 


Made by the originator of the Send free booklet on Folding Machines to 
postage meter... offices in 107 cities. 
Name 





Address 
. For More tnformation Circle No. 275 
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COLITHO OFFSET PLATES 


for Systems Duplicating 


EASIER HANDLING 


FASTER PREPARATION 


GREATER UNIFORMITY 


... because they're pH-Controlled! 


A unique pH-control process insures the 
ideal chemical balance in the coating of 
Colitho direct image offset paper plates 
for systems duplicating. 

pH-control coated Colitho plates are 
highly versatile. They can be used in the 
first, second or third position and in 
forms which include other types of mas- 
ters. Colitho plates can be preprinted 


either by offset or letterpress. 

In addition to speedier make-ready 
and less down-time, pH-control coated 
Colitho plates deliver matchless uniform- 
ity from first copy to last, from form 
to form. Columbia Ribbon & Carbon 
Mfg. Co., Inc., Glen Cove, N. Y. Colum- 
bia Ribbon & Carbon Pacific, Inc., 
Duarte, Calif. 


COLITHO DUPLICATING SUPPLIES 


Matched Colitho duplicating supplies insure maximum 
performance of Colitho plates. They help make every 


duplicator a better duplicator, too. 


DIRECT IMAGE 


onse 


PAPER PLATES 


Conemnen Cree & Cartoon My Co. tom 


OFFSET DUPLICATING PLATES AND SUPPLIES 


*T.M. Reg. U.S. Pat. Off 


For More Information Circle No. 205 
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deposit slips and bank statements, also a 
system of keeping tax receipts, insurance 
premium receipts, etc., together with the 
checks which paid for them. No knowl- 
edge of bookkeeping or accounting, and 
no other records books, are required. The 
accounting services performed by banks 
for their customers is utilized to afford 
legal proof of payment and a complete 
verification of income tax returns. The re- 
sulting accumulated financial record is one 
of original documents: cancelled checks, 
deposit slips and bank statements all 
brought together properly with the descrip- 
tive check stub notations. Every trans- 
action thus recorded is complete in all as- 
pects and is achieved with simplicity. The 
Checkeeper, combined with pads of stand- 
ard three-to-a-page checks, is a utilitarian 
checkbook. For More Information Circle 
No. 130. 


PENHOLDER 


Griffin Mfg. Co., Lyndhurst St., 
Rochester 5, N. Y., makes the Grifhold 
No. 312 Double End Penholder which 
holds a standard lettering pen point on 
one end and a crow quill point on the 
other end. The lightweight holder is hol- 
low aluminum and points can be locked 
vise-tight in the machined heads to pre- 
vent any wobble. The Double End Pen- 
holder is $1.25. For illustrated catalog 
showing many other drawing and cutting 
instruments, Circle No. 105. 


DESK PEN STAND, NAMEPLATE 
Concord Stamp & Engraving, 79 War- 
ren St., New York 7, N. Y., offers a desk 


nameplate and penholder of tough Tenite 
butyrate plastic in crystal clear or black 
and gray. The highly shatter-resistant 


SYMBOL OF THE WORLD’S 
LARGEST MANUFACTURERS OF 
SELF-INKING NUMBERING 

AND DATING MACHINES 


DIRECT SALES AND SERVICE 
IN THE UNITED STATES 


EASTERN NUMBERING 


MACHINES 
801 Sixth Avenue 
New York 1, N. Y. 


HORDER’S, INC. 
Horder Building 
Jackson Blvd. at Jefferson 
Chicago 6, III. 


CARPENTER PAPER CO. 
Omaha 2, Nebraska 
Fort Worth, Texas 

Houston, Texas 


A GUARANTEED, BRITISH-MADE PRODUCT 


ENGLISH NUMBERING MACHINES LIMITED 
QUEENSWAY, ENFIELD, MIDDLESEX, ENGLAND 


For More Information Circle No. 321 
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You Get Things Done With 
Boardmaster Visual Control 


Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

Facts at a glance—Saves Times, 
Money, Prevents Errors 

Simple to operate — Type or Write on 
Cards, Snap in Grooves 
Ideal for Production, 
Scheduling, Sales, Etc. 

Made of Metal. Compact and Attractive. 
Over 250,000 in Use 


Complete price $4g°° 
| FREE | FREE [emer | 24-PAGE BOOKLET NO. F-500 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd Street ¢ New York 36, N. Y. 
For More Information Circle No. 313 


3 PHONE PROBLEMS 


SOLVED | 


Safeguarding privacy. 
Quieting the office. 
;. Better hearing—noisy places. 


HUSH-A-PHONE 


Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. 


Room 710 
New York 16 


Saves 


Traffic, 


Inventory, 


including cards 

















For More Information Circle No. 314 


182 


bases are grooved to hold pencils and 
nameplate is supported at a slight angle 
for best visibility. Nameplates come in 
walnut, mahogany, gray and black. Base 


and 1%” x7” nameplate is $2.95. With 
2” x 10” nameplate it is $3.95. Penholder 
is 50c additional. For More Information 


Circle No. 178. 


PHOTO CHEMICAL TANKS 
Bar-Plate Mfg. Co., Boston Post Road, 
Orange, Conn., makes Chemical Storage 


and Mixing Tanks for large or small 


Qe Ka 








= 


quantities of photographic chemicals. 
Tanks are made in 5, 10, 25 and 50-gal. 
capacities but any special size can be had. 


Made of Type 316 stainless steel with 
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| /. Introducing changes so 
A Neu <Kind Of complete, so total, so 


revolutionary-suddenly 


Olectric Collator a J all other collators seem 


old-fashioned. 


*APC MEANS AUTOMATIC PRODUCTION CONTROL 
AUTOMATIC PRODUCTION of each set. No footswitch to tap, no 
pedal to push, each set is produced automatically. 

PRODUCTION CONTROL. Set the AP C* control at any speed from 
5 to 50 sets. That production is guaranteed. The COLLAMATIC 
sets the pace, not the operator. 

Write today for information on this most revolutionary change in Collators since 


Collamatic introduced the Electric Collator in 1955 


*Trademark 





Please send literature: 


8-10-19-14-16-20-24-28-32-40 C1 1958 Model Electric Collator 

bin collators and fully auto- with APC 

matic Golden Automatic. [] We are interested in a free survey 
and analysis of our collating 


MODELS AVAILABLE 


[] Demonstration Requested 


Name 


Route 23, Wayne, New Jersey Address 


City State 








MOST COMPLETE LINE OF COLLATING EQUIPMENT IN THE WORLD 


For More Information Circle No. 354 

















oy 
TOTALIA 


adding listing machine 


hand 
models 


capacities up to 
PT 


12 Listing 13 totaling 
available 











J] Uy 


——— 


VUMERL ; 








capacities 


up to 10a@lix2i 


LAGOMARSINO - FAI - Viale Umbria 36 - Milano (Italy) _| 


TOTALIA « A.A.A. Adding Machine Company, Inc. * 26-09 Jackson Ave., * L. 1. C., N.Y. 
Grobark & Company — 159 N. Dearborn Street * Chicago |, Ill. 
Wholesale Business Machines, Inc., 7525 Beverly Blvd., Los Angeles 36, Calif. 
NUMERIA = 4.4. A. Adding Machine Company, Inc. * 26-09 Jackson Ave., * L. 1. C., N. Y. 


For More Information Circle No. 453 





stainless steel cover and floating lid spun OFFICE FURNITURE 


to fit accurately. Tanks have stainless Herman Miller Furniture Co., Zeeland, 
steel, self-closing faucet and set firmly Mich... has introduced its Modern 

rocking on stands which raise Management Group (MMG) of office 
12” above floor. For More Infor- furniture designed by George Nelson. 
This integrated group consists of drawer 


without 
tanks 
mation Circle No. 119. 


PORTABLE 


MIDGET 


Records Anything 
Anywhere, Anytime Corry it Like o 


INDOORS, Comera...in custom 
OUTDOORS! fitted leather 


, briefcase...or in 
The busy executive 


invariably chooses 
the VANGUARD coat’’ holster. 
MIDGET because 
it's there when he 

needs it most 
o ready secretary after 

office hours — at home - 
while traveling — wherever 
and whenever an important 
idea flashes into his mind. 
It's dependable, trouble-free 
and lightweight (approximately 
3 Ibs.) Automatic pre-set dictation 
volume control. Push button start- 
stop microphone with playback 
speaker and lock switch. Records 
up to 1/2 hours. 
THE midget recorder with IN-BUILT 
LOUD SPEAKER. Fully guaranteed, 

150 Sylvan Avenve 


iY VANGUARD BUSINESS MACHINES tnsiccoca cits, Nod. 


For More Information Circle No. 349 


special “‘under 
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For Building Business with: 


e BINDERS 
e FOLDERS 
e PRESENTATIONS 


JUST PUBLISHED — 116 poge cotclog 
YOURS FREE 


for every business need 
Write Today 
ELBE FILE & BINDER CO., INC. 


FALL RIVER MASSACHUSETTS 
NYC. 411-FOURTH AVE 


LINE 


ONE OF AMERICA’S) LARGEST MANUFACTURERS OF LOOSELEAF PR OUCcT 


Dept. O-5 


For More Information Circle No. 328 


Model 41— 
3 Movement 


WRITE FOR 
DETAILS 


Numbering 
Machine 


694321 





Facsimile Impression 


AMERICAN NUMBERING MACHINE CO. 


ATLANTIC AND SHEPHERD AVENUES 


BROOKLYN 8, NEW YORK 
BRANCH—105 W. MADISON ST., CHICAGO 2, ILL. 


For More Information Circle No. 329 


units, file units, cabinet sections and desk 
tops which range from 48” to 72” in 6” 
increments. Side units with drawers and 
sliding doors can be attached to the desk 
or used independently in an L-arrange- 
ment. Side cabinets come in 42” and 54” 
widths, both 1834” deep. Pedestal and 
storage cabinets are made of steel with 
tops of laminated plastic or wood in a 
variety of durable finishes. Desk drawers 
roll on steel tracks and Nylon rollers: 
doors slide smoothly and fit snugly. Be- 
cause fabrication than 
wood, prices of the MMG line are said to 
be lower than comparable wood units 
Front screens of plastic laminated grass 
cloth edged with stainless steel, and inte 
rior accessories to hoid cards, stationery, 
dictating machines and other office neces- 
sities are available. These accessories are 
made in oiled teak forming a pleasent 
contrast with the wide choice of colored 
exteriors. A new group of side chairs and 
swivel chairs with metal frames of polished 
chrome and comfortable upholstered sec- 
tions blends attractively with the other 
furniture. For illustrated literature, Circle 
No. 117. 


steel costs less 


SMALL SAFE 


Schwab Safe Co., Lafayette, Ind., makes 
the Model 1215-C safe in a choice of mod- 


home or small 
ideal for use in 


ern decorator colors for 


business use. It is also 
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Look how much you can do with 


SCOTCH 810 Permanent Mending Tape 


BRAND 


It works wonders in the office! ““Scotcn”’ 810 Permanent Mending Tape 
sticks at a touch...never cracks, clouds or bleeds adhesive... practically 
disappears on contact with paper. What’s more, you 

can write on it with pen, pencil or type- 

writer. Save yourself time and trouble 

—try “ScoTcH” 810 Permanent 

Mending Tape in your office. 


LE >>>, 
Miiawesora [ffinine ann Waanuracrurine COMPANY (ag a 
| y 
... WHERE RESEARCH IS THE KEY TO TOMORROW SS 
So 


For More Information Circle No. 263 
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an executive office. This safe carries the 
Schwab Certified Label for one-hour fire 
protection. Its inside dimensions are 12” 
wide, 15” high and 12” deep. Approxi- 
mate shipping weight, 200 Ibs. For More 
Information Circle No. 106. 


WOOD DESK TRAYS 


Stempel Mfg. Co., 2830 Roberta St., 
Dallas 3, Texas, announces a new finish 
and a more sparkling wood grain beauty 
for their Executive Series of Stempco 
Wood Desk Trays in both genuine walnut 
and clear oak, letter and legal sizes. A 
new type of lacquer finish enhances the 
natural beauty of the wood grain to main- 
tain “brand-new” appearance for a longer 
period. This provides distinguished cus- 
tom-made appearance in a standard line 
of merchandise. Further refinements have 
been made in material specifications, con- 
struction details and packaging. Each tray 
comes in an individual shelf display box 
with both sales and display appeal, 12 
boxes packed in a strong shipping carton 


Each tray glistens with a_ soft-rubbed, 
durable finish. Corners are lock-joint con- 
struction with the bottom tongue-and- 
grooved to the sides. Full brown wood 


. 





felt pad covers entire bottom to prevent 
marring the finest furniture surfaces. For 
the 1958 catalog of the complete line of 
Stempco Office Accessories, Circle No. 
136. 


TYPEWRITER CLEANER 
Camie Co., 9225 Watson Industrial 
Park, St. Louis 19, Mo., offers Camie type 


cleaner for cleaning typewriters, adding 








RTANTLY. 


























MONEY SAVINGS 
WITH SNAP-I-SETS 


It's a money making Snap! Increased efficiency ... time 
saving. Cuts clerical and stenographic costs pius the 
many other advantages now possible with General Multi 
Forms Snap-l-Sets ... 
Quality lithography that Office Managers agree is far 
superior, yet costs no more. Deserves your investigation 
today. Ask the G.M.F. Sales Company dealer in your area. 


ATTENTION FORMS DEALERS 
Enjoy the repeat business Snap-l-Sets makes possible 
through greater value with higher quality. We do not 
sell and never have sold direct. Write today for our 
remarkable plan. 


utilizing fine one-time carbon. 


GENERAL MULTI FORMS SALES COMPANY 


(Not Associated with any other Printing Company) 


2020 Jo Johnston Ave. 


P.O. Box 1094 


Nashville, Tenn. 





For More Information Circle No. 326 
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Now...you can get 


BEAUTIFUL COPIES 


on BOND or 


OFFSET PAPERS 
without slip-sheeting 
by using new...... 








JETDRY 





























INK 



































































in your stencil 











Saves time —ink— paper because 
it dries so fast...sets so hard 


It’s amazing —whata difference 
JETDRY makes! “The finest ink in 
my 30 years in this business,” says 
one customer. 


Jetdry in an entirely new concept 
in duplicating ink. It dries so fast, 
hard—there’s nothing to 
equal it for Bond or Offset papers 
or postcards . . . no other ink 
which that “press-printed 
look” on a wide variety of jobs 
you normally have printed outside. 

Jetdry saves paper too, because 
even the 
fect. 


sets so 


o} >» 
gives 


first few copies are per- 


obbheeterctnbers 
machine 


With Jetdry, it’s self-cleaning 
simply place your stencil in a file 
folder. No washing is necessary. 

For full information, attach 
coupon below to your letterhead 


and MAIL TODAY 
MILO HARDING COMPANY 


Established 1904 
Vonterey Park, California 
San Francisco—Pittsburgh—Cleveland 

Wo ashington, DA Los Angeles 


° 
Milo Harding Co 


' 

; 111 Tempo Bldg., Monterey Park, Calif 

! Please send FREE Tempo Jetdry Ink booklet 
- Company 

§ Address 


Manufacturers of the most complete line of stencil duplicators and supplies 
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For More Information Circle No. 265 








Valuable office equipment is 
safer, steadier to work with on a 
Consolett stand. /t’s tip-proof — 
the big 28” by 18” wheel base 
gives it stability. Jt’s wobble- 
free—rugged construction can’t 
loosen up. Machines won’t travel 
from vibration. It’s fully port- 
able—rolls on sturdy ball-bear- 
ing casters and anchors firmly 
at the touch of a toe. Write for 
prices and descriptive literature. 


STOLPER STEEL PRODUCTS CORP. 


318 Pilgrim Rd. © Menomonee Falls, Wis. 
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For More Information Circle No. 312 


numbering ma- 


it comes in an 


machines, duplicators, 

chines, cash registers, etc 
Aerosol can for spraying, contains no car- 
bon tetrachloride and is non-flammable 
and non-toxic. Camie dissolves and cleans 
dirt, ink and grease out of type; removes 


adhesive tape and solder flux, and can be 
used to clean photo film, electric motors, 
degrease metals, etc. The solution cannot 
evaporate in the can and is always clean. 
Can be sprayed into hard-to-reach places 
Retails at $1.29 per 5-oz. can. For More 
Information Circle No. 158. 


INCOME TAX EXPENSE FORM 


Shelby Salesbook Co., Shelby, Ohio, 
makes a three-part carbon interleaved 
Unitset Expense Form which covers ex- 
pense accounting for one week. The dav- 
by-day record includes spaces for entering 
all expenditures such as car mileage, fares, 
lodging, meals, telephone and entertain- 
ment. Companies can continue to handle 
expense payments in the usual manner 
upon presentation of the original copy. 
Employee attaches second copies to his 
income tax form as verification of his 
business expenditure and reimbursement 
saving him lengthly and 
Third copies are retained by him 
business and income 


totals, tedious 
listings. 


as part of his own 
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. ii = 7 
AINHIN\\\ 


from 

any angle 
your 
best buy 


COLE 


PORTABLE 


Professional writers like 
John Cameron Swayze, 
Quentin Reynolds and 

Kenneth Banghart choose Cole 
above all other portables, 
because only Cole has all the 
important features they 
demand in a typewriter... 
Mist Green, Desert Sand or 
Cole Gray. Complete with 
matching carrying case... 
only $94.50 plus tax. 








STEEL OFFICE MACHINES, INC. e Affiliate of Cole Steel Equipment Co., inc. e 415 Madison Avenue e New York 17, N. Y. 
For More Information Circle No. 450 
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AVOID COST AND 
DELAY OF BINDERY 
DRILLING 


CURE HAND-PUNCHING 
HEADACHES WITH A 


Sptuntt 


PAPER DRILL 


A real production model 
handles big or small jobs. Does 
clean, sharp drilling. Takes 1” 
stock. Table size 12” x 18”. 
Chip disposal. Adjustable back 
gage and 4 stops. Price includes 
one hollow drill. 12 standard 
size drills from ¥ to %”—$3.75 
each. Slitting attachment $7.50; 
slotting attachment $9.00. 


Write us for details. 


LASSCO PRODUCTS, INC. 


485 Hague St. * Rochester 6, N. Y. 


For More Information Circle No. 322 


records. Three advantages of forms are 
that people appreciate the company’s in- 
terest in helping them simplify their in- 
come tax reporting, accounting depart- 
ments are relieved of the need for supply- 
ing detailed information to employees at 
income tax time; and employer, employee 











PERSONA CASH RECEIPT 





























SSS 





and income tax records are identical. For 
salesmen and others who incur business 
expenses and need receipts for moncy 
spent, small two-part receipt forms, bound 
into books, are also available. Original 
copies attach to the income tax form, du- 
plicates are kept for the employee’s own 
records. For More Information Circle No. 
131. 


DESK-TOP CLEANER 


Irval Associates, 56 Reade St., New 
York 7, N. Y., offers Gumption, a quick, 
easy and efficient cleaner for linoleum 
desk tops. This non-caustic cleaner com- 
pletely removes hectograph ink stains and 
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SIMPLEST OFFSET DUPLICATOR 
IN THE WORLD! 


=-MATIC 


WITH EXCLUSIVE 


AUTOMATIC 
PLATE CHANGER 


..»RUNS ALL DAY WITHOUT 
STOPPING TO CHANGE MASTERS! 








> 


Davidson’s revolution- 
ary DAV-A-MATIC, first Offset 
Duplicator researched in the Jabo- 
ratory of modern business and in- 
dustry, simplifies General, Short-Run 
and Systems Duplicating! 


eight models 


Changes Plates Automatically! New Automatic Plate Changer attaches 
and ejects plates while machine is running —in a matter of seconds! 


Speeds Up Systems Duplicating! New Universal Systems Feed combines 
automatic suction and hand feeding of Systems forms, records, communications! 


Cleans Blanket Without Stopping! Just press the lever while machine is 
running! No messy cloths, no ink-stained fingers... operators love it! 


Attaches Plates Instantly! New Master-Minder Plate Clamp grips and releases 
plates without locks or gadgets. Ideal 
for use with overlays, block-outs! 


ned DAVIDSON CORPORATION 
. DAVIDSON CORPORATION . 


mt iis 29 Ryerson St., Brooklyn 5, N.Y. 
A Subsidiary of Mergenthaler Linotype Company ga seer ed 
20 RYERSON STREET, BROOKLYN 5, NEW YORK 4 : | Send new DAV-A-MATIC brochure 
Distributors in ofl principe! cities ond Conado , . 


Name 


Firm 


Get NEW BROCHURE 
... Just Off the Press! 


Street 
City_ 
Headings in Protype ¢ Text in Linotype 
For More Information Circle No. 250 
THe Orrice—April, 1958 





WHEN QUALITY COUNTS 


Mend it, mount it, bind it, attach it quicker 
more efficiently! Use permanent, water- 
proof, transparent UHU in ‘gg office. 


UHU Pr fuc go> 


on Magy et rk 


820 Greer 44 nN. Y. 
For More Information Circle No. 330 


SECURITY BRAND 


Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 


Write for Circular 
and Prices 


Can-pnod,- 


32 f mewLLIAMS ST 
FOND OU LAC wis 


For More Informaticn Circle No. 331 


The world’s smallest 
and most economical 


maine. QUIFT 


machine.. 


, 
SWIFT BUSINESS MACHINES CORP. a bre 


tex 
GREAT BARRINGTON, MASSACHUSETTS 
For More Information Circle No. 332 


GENUINE ENGRAVED 
Leyye ATIEADS 
DIES ano PROOFS $f ey 22 


‘conacco BUSINESS CARDS 
00 $11 e 1000 $15 @LUING Ia 
sine ANNOUNCEMENTS 500 ONLY $28 RGULASLO) 


CLIP YOUR LETTERWEAD TO THIS AD... (0 SLUmRyayS 
WAIL FOR FREE PROOF 


DEWBERRY ENGRAVING CO. 


807 SO. 20th ST., BIRMINGHAM 5, ALABAMA 
For More Information Circle No. 333 
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Completely non- 
guaranteed not to 


all other types of stain 
abrasive, Gumption 1s 
scratch. It is safe to use, being non-caustic, 
non-flammable and non-combustible. Its 
glycerine base protects the skin and makes 


REMOVES 
ink, carbon. crayon. ditto. mimeoerapt 
STAINS 
FROM LINOLEUM 
TOP DESKS 
oft 


ectopraph & etc 


8 
ie “As i & 


it as gentle as the finest bath soap. Gump- 
tion is also effective for chrome trim, as 
well as woodwork, glass, tiles and floors. 
It costs 98c for a 12-oz. can, $1.98 for the 
36-0oz. can. For More Information Circle 
No. 153. 


BALLPEN REFILLS 
Fisher Pen Co., 
Park, IIl., 


7333 Harrison, Forest 
are using a new, colorful de- 


sign featuring a lucky four-leaf clover on 
envelopes containing Fisher Refills for all 
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ballpoint pens. Each Fisher Refill will fit 
some 174 different ballpens on the market 
today. They are fully guaranteed and a 
special message by Paul C. Fisher em- 
phasizes this guarantee on the refill enve- 
lope which aiso contains complete and 
simple illustrated instructions for insert- 
ing the Fisher Refill in all ballpoints. In 
addition to making it easy for a user to 
get a refill to fit his pen, these refills also 
simplify dealers’ inventories. For More 
Information Circle No. 185. 


ADJUSTABLE LAMP 


Swing-O-Lite, Inc., 13 Moonachie Road, 
Hackensack, N. J., makes swinging arm 
lamps in styles for all purposes. The model 
illustrated uses two 15-watt fluorescent 
bulbs and swings to any position. The 


“a 


45” arms are counter balanced in all posi- 
tions. Tension is adjustable. Designed for 
trouble-free operation with automatic 
stops at each joint to prevent slipping and 
Wire twisting in any position. Compact 
against humming. Bulbs 
light instantly and lamp can be mounted 
on vertical or horizontal surfaces, or 
clamped to desk or table edge. Base can 
be had with a convenient electrical outlet, 
and lamp is made in styles for high or 
low power AC, and DC. Available in 


base assures 
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lots of sorters ++* “ul 


but only ON E (ee 
Vblhaas | 


VERT-A-SORT 


. . the Easy-Aetion vertical paper sorter 
that answers the need for sorting efficiency in 
any business having large or small sorting 
problems. Every Vert-A-Sort Installation mode 
has resulted in increased production, no matter 
what sorting methods were used before! 


. mode in a voriety 
of sizes, all of which 
con be indexed to suit 
your needs. 


Built for years of 
efficient usel 


for Complete Details 


PIN THIS AD TO YOUR LETTERHEAD 


and mail to: 
COMPANY 
on 8012 S. CHICAGO AVE. 


A 17, ILLINOIS 


For More Information Circle No. 364 








CHECK WRITER 


Indelibly prints 


+ the 
Jus 


Tenjin 





For More Interiaatlen Circle NE. 365 





KEY CONTROL 


and is a low-cost invest- 

ment that pays for itself 

in a short time. ARISTOCRAT WALL CABID 
Din 

Telkee will... : 


save on replacement costs for 
locks because bett 


keys can be cut 


er duplicate 


Add complete 


FREE BOOKLET: Write today for plete story of Te 
Ask for free booklet: “The Key To The Whole Thir 


the complete 


Systems. 


Address Dept. 0-48 


The MOORE KEY CONTROL® Systems 
P. ©. MOORE, INC. 


A SUBSIDIARY OF SUNROC CORPORATION, GLEN RIDDLE, PA 


HOME STUDY COURSE 
IN PROGRAMMING 
ELECTRONIC COMPUTERS 


The 
being offered by Business Electronics Inc 
Designed for inexperienced 
similar to a c members of the firm 
developed and teaching at a large 
University. Students are taught to develop 
and program systems for busi 
ness problems such as Payroll, Accounts 
Receivable, Inventory Control, etc. 


first and only one of 
people, it is 
urse 


are 


electroni 


Free brochures describing the course are 
available upon request from: 


BUSINESS ELECTRONICS INC. 
Computer Department 
420 Market Street, San Francisco 11, Calif. 


For More Information Circle No. 357 
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coppertone, gray and brown; also with 
33” arm. For literature showing this and 


other Swing-O-Lites, Circle No. 121. 


LIST FINDER 


Co., 3200 W. Peterson Ave., 
Chicago 45, Ill., makes the Autopoint 
Magnetic Index, a telephone list finder 
operated by an Alnico 5 magnet which 
grips cards. It has no hooks or prongs to 
damage or deface index. When indicator 


Autopoint 


is moved to desired letter and pressed 
down, bar opens index automat- 
ically. Top remains upright for easy read- 
ing or will lie flat for comfortable writing 
of new The Autopoint Magnetic 
Index comes in choice of seven colors 
with satin-silver trim, retails at $6.95. 
For More Information Circle No. 132 


KF 
mn 


release 


entries. 


rth 


“The other way, Miss Jones—clockwise!”’ 
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Office Equipment 
Madi- 


offers 


Cole Steel Equipment Co., 415 
New York 17, N. Y., 
their newly revised 72-page catalog show- 
ing their complete line of office equipment 
and furniture. Each page in the catalog 
contains handsomely colored, detailed 
illustrations of each product, either by 
itself or in attractive groupings. Com- 
plete information is given on every item 
including prices, materials, trim- 
mings and other specifications. New items 
in this issue include the Cole Portable 
Iypewriter, steel folding chairs for homes 
and institutions, five-unit bridge set, the 
fashion inspired Imperial line of storage 
cabinets and files, and modern decorator 


son Ave., 


SIZES, 


ee wareoe 8° 


|) ae 


OFFICE 
EQUIPMENT 


COLE STULL LOBIPMERT CO. HC. 415 BARTON Ort. HOW TORE TET 





(}) COLUMNAR SHEETS in extensive 
range of rulings, 2 to 36 columns, to re- 
place specially printed forms. Hundreds 
of additional stock business and accounting 
forms ... illustrated and priced in 
Cesco Forms Catalog J. 


[} VISIBLE RECORDS. Variety of stock 
visible forms, binders and accessories in 


Cesco Visible Records Catalog G. 


in box lots for discounts. 





Order all your Forms duct from (esco 
...@ Single source of supply for all your needs 
liberal quantity discounts for combined orders 


[} PAYROLL RECORDS. Every type of 
form from application to reinstatement 
notice and various earnings records in 
Cesco Payroll Records Catalog K. 


[] PEGBOARD ACCOUNTING forms 
and systems for payrolls, accounts payable 
and receivable and numerous other busi- 
ness applications in 44-page Multi-Rite 
Catalog A (These prices are net). 


25% Discount on 1M, 40% on 10M (fone form or assorted forms in original 
packing, 500 to box), Combine your monthly requirements on assorted forms 


CHECK OFF AND MAIL TODAY FOR FREE CATALOG SECTIONS 
THE C. E. SHEPPARD COMPANY 


44-03 21st St., Long Island City 1, N. Y. 


Established 1900 





For More Information Circle No. 363 
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office lamps. Because of the variety of are 82” x11” and punched for insertion 
equipment and the manner in which it is in standard ring binders along with other 
presented, this catalog is worth having pressman’s technical data. Titles of the 
for reference. For a copy, Circle No. bulletins are: Fountain Solutions, Damp- 
168. ening Covers, Impreg Molletons, Press 
Set-up, Ink Drying, Hints About Ink, 
Litho Plates, Water Roller Care. Any o1 
C. L. Barkley & Co., Dept. O-4, 1220 all of the series may be obtained without 
Van Buren St., Chicago 7, Ill., offers a charge. Mention first word of title and 
36-page illustrated catalog of the com- Circle No. 167. 
plete Barkley line of filing supplies. All 
items are illustrated and priced with full 
specifications given. In addition to all Collators 
conventional filing needs, there are a Thomas Collators, Inc., Dept. B, 50 
number of new items including supplies Church St., New York 7, N. Y., offers 
for open shelf files. A complete catalog, anyone faced with the problem of gather- 
such as this is, of supplies used in every ing together sets of duplicated material, 
office, large or small, is useful to keep such as sales bulletins or reports, an at-: 
for reference. For a copy, Circle No. 175. tractive six-page brochure which _ illus- 
trates and describes the numerous ad- 


Filing Supplies 


Offset Press Problems vantages and features of the new re- 

Van Son Holland Ink Corp. of Amer- designed Thomas Collator. Available in 
ica, Mineola, N. Y., offers a series of eight a complete range of sizes, the Thomas 
down-to-earth technical bulletins dealing Collator eliminates one of the most per- 
with offset press problems. The bulletins — sistent bottlenecks experienced by offices 


Cut Your 


Mailing 
Costs! ™y. ¥ -< 
with the Model No. 6 


Model 


This portable table SAX- 

MAYER Model No. 6 is 

especially adapted to tie 

letter mail also de- 

signed for general pur- 

pose tying of bundles in 

any sequence up to 6’ 

high without adjust- 

ments. Adjustable legs 

and casters available at 

a small additional cost. 

All SAXMAYER tyers 

are noted for SAFETY - 

— automatic releases where needed; SIMPLICITY all working parts are 
interchangeable; not only attractive in appearance but also EFFICIENT 
fully automatic, speedy, firm, non-slip ties, economical in twine and time. Let 
us prove it on our trial basis. 


WRITE DEPT. J 
NATIONAL BUNDLE TYER CO. © Blissfield, Michigan 
For More Information Circle No. 335 
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and duplicating departments. The bro- 
chure explains, with specific examples, 
how efficiency is increased, morale pro- 
tected, time saved and hidden costs 
Slashed with the help of these machines 
For a free copy of this brochure, Circle 
No. 172. 


Bank Account Numbering 


Burroughs Corp., Detroit 32, Mich., has 
published, “Account Numbering Systems,” 
a 40-page manual with a new approach 
to the problem of account numbering 
the number one project in any bank auto- 
mation system. It completely outlines 
three basic numbering systems covering 
any degree of automation and applicable 
to the small, medium or large bank. Pro- 
duced as a team effort of the Burroughs, 


ElectroData and Todd Divisions of Bur- 
roughs Corp., the manual also shows sev- 
eral ways to arrive at check digit systems. 
Illustrated with easy-to-read basic number 
patterns, each basic system is fully out- 
lined with advantages and disadvantages 
clearly defined. The systems discussed 
are numeric, alpha-numeric, and modified 
or block alpha-numeric. The study is 
based on the activities and recommenda- 
tions of the American Bankers Assn. tech- 
nical committee on mechanization of check 
handling. For this book, Circle No. 173. 
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CRASERSTIK 


&RASER S7IK, 
GIRLS get 
tapped for 

the best 

ZE-*  iobs 





When there’s a vacancy 
for a higher-paid private 
secretary’s job in your 
office — will you get it? 
You will if you prac- 
tice competent stenogra- 
phy and typing — and if 
you consistently use an 
A.W.FABER ERASERSTIK. 
With this pencil-shaped, 
white-polished beauty you 
erase without a_ trace. 
Whoosh—mistakes disap- 
pear aS you remove a 
single letter without mar- 
ring surrounding area. 
Pick up a few at your 
Stationers today. 


00 | 
oS 
D> | 
5 
~ 


Which point 
do you prefer? 
MEDIUM or AVERAGE 
THIN or BLUNT 
ERASERSTIK gives 
you your choice 


SERVICE) U.6.A. 
is 


GINA 
AND CARBONS 


FOR OR} 





With brush 20¢ 
Without brush 10¢ 
7099 and 7099B gray all- 
utility ERASERSTIK for pencil, 

ink or typewriting. 

7066 and 7066B for those 
who prefer a soft, red type- 
writer eraser. 





i 





A. 


.Faber-Castell Pencil Co. Newark 3, N. J. 


= 





For More Information Circle No. 320 
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lit. 


mast apprecated 
Gh business 
on personal gift 


\\ Your Choice of Pens or Pencils 
|| 12 KT. GOLD FILLED 
i $6.00 ea. pius tax 
i\ $12.00 sets plus tax 
IN LUSTROUS CHROME 
} $3.75 each 
a $7.50 sets 
\ i 


\ A.T. CROSS Ceca 


Y FIFTY THREE WARREN STREET 
7 PROVIDENCF 7, R 1. USA 
For More Information Circle No. 341 


BOTTOM LINE 
CARD HOLDER 


Controlied Front 
Feed Stop Gives 
Precision 
Alignment 


Write for 
Business 
Cife 
Booklet 


For fast, accurate 

typing of bottom 

line index on all 
visible cards 


10 Card Sizes — $2.00 to $2.45 


PALSON MFG. CO. 


280 Main St., Worcester 2, Mass. 
For More Information Circle No. 342 
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Machine Bookkeeping Equipment 

National Blank Book Co., Holyoke, 
Mass., offers a folder describing their ma- 
machine bookkeeping equipment which 
is now made in sandstone crinkle finish 
with gold anodized aluminum trim and 
smoothline advanced styling. The equip- 
ment includes machine posting trays, 
adapters and stands. For the folder Circle 
No. 169. 


Office-School Furniture 


J. K. Rishel Furniture Co., Williams- 
port, Pa., offers their 1958 catalog in a 
double pocket loose leaf binder with 38 
pages covering four new series of office 
furniture and a new _ popularly priced 
Educator Series 300 school line. For deal- 
ers stocking Rishel furniture, there is a 
de luxe catalog with hard cover and 
heavyweight pages. This contains samples 
of walnut construction and finishes, and 
Formica -wood-grain top samples. For the 
loose leaf catalog, Circle No. 182. 


Records Retention 


Dolin Metal Products, Inc., 319-10 
Lexington Ave., Brooklyn 16, N. Y., 
offers their literature kit which describes 
three lines of steel transfer files available 
for safekeeping of inactive records, and a 
mobile storage system to save space and 
increase storage capacities. For the lit- 
erature, Circle No. 147. 


Camera for Offset 


Kenro Graphics, Inc., Dept. F-4, 25 
Commerce St., Chatham, N. J., offers an 
8-page brochure describing the rapid, eco- 
nomical production of negatives for offset 
printing and duplicating. Photographs 
clearly demonstrate the Kenro Vertical 18 
Camera and its operating details. A sec- 
tion concisely demonstrates “why it pays 
to make your own negatives.” There are 
illustrations and descriptions of Kenro’s 
head for xerographic processes, and the 
prismatic head which produces either posi- 
tive or negative, right-reading photocopies 
in one shot. These two new pieces of 
equipment, optional at reasonable cost, 
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greatly extend the usefulness of the Kenro 


camera. For this literature, Circle No. 186. 


Payroll & Cost Accounting 

Remington Rand Univac, 315 Fourth 
Ave., New York 10, N. Y., offers to 
manufacturers interested in reducing costs 
of payroll and cost accounting, a 50-page 
booklet which describes how Univac 120 
punched card electronic computer produces 
pav and cost figures faster and more ac- 




















PITNEY-BOWES 


MAILOPENER 


PITNEY- BOWES, INC. 


.. origtnator of the postage meter... 
offices in 107 cities in U.S. and Canada 


3469 Walnut Street, Stamford, Conn. 


curately. Titled ‘“Unmeasured Daywork 
Payroll on the Univac 120 with Labor 
Distribution Cards as a By-Product,” the 
booklet contains all information needed to 
program the computer to calculate the 
labor cost for each job, and to calculate 
each worker’s total daily pay. A detailed 
outline of the procedure and an illustrated 
flow chart are supplemented by complete 
programming charts and description of 
all 40 programming steps. Univac 120 
performs the operation in a single pass of 


@ When the incoming morning 
mail is opened by a Pitney-Bowes 
MailOpener, many precious minutes 
are saved — everyone gets a jump 
on the day’s work. 

® Get rid of the old finger-tearing 
or stiletto-slashing Your 
mail desk deserves a MailOpener 


system. 


that safely, easily trims a hairline 
edge off every envelope—of any size, 
thickness or stock—zip! Like that! 
e There are three models, hand or 
electric, all neat, quiet, efficient. 
Why not try one? 


Free trial: The nearest PB office 
will deliver a MailOpener to your 
free trial. Phone now. 
Or write for free illustrated booklet. 


office for a 


FREE: Send for handy desk or wall chart 
of latest Postal Rates, with parcel 


post map and zone finder. 


For More Information Circle No. 339 
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can increase your 
present filing capacity 


by almost 200% 


America’s First and 
Foremost Shelf 
Filing System with — 


more 

FILING CAPACITY— 

Visi-Shelf units are 

available with from 
| 7 to 10 Openings 
| High (or up to the 

ceiling if desired! 


more 

RECORD PROTEC- 
TION — Patented 
light weight Doors 
available on all 
Visi-Shelf units! 


more 

FILING PRODUC- 
TION — Visi-Shelf's 
exclusive ‘Facile 
Guide Pull” pro- 
vides more accur- 
ate filing; quicker 
reference! 





OVER 4,000 VISI-SHELF 
INSTALLATIONS IN ALL 
PHASES OF AMERICAN 
BUSINESS SINCE ITS 
INTRODUCTION A 

FEW YEARS AGO! 


Write today for free 
catalog and name of 
nearest dealer 


VISI-SHELF FILE,INC. 


225 Broadway, Dept. A-4 
New York 7, N. Y. 
For More Information Circle No. 336 
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the punched cards calculating straight 
time pay, job premium, shift premium and 
total pay. For booklet, Circle No. 161. 


Peakload Service 


Manpower, Inc., 818 N. Plankinton 
Ave., Milwaukee 3, Wis., has compiled a 
booklet, “The Controlled Overhead Plan,” 
which details the overhead savings that 
can be effected in fringe benefits, record 
keeping, turnover, workmen's and unem- 
ployment compensation costs by business 
firms that keep their staff, space and equip- 
ment at the level necessary for routine 
operation. When work above this 
level, temporary help services, offices and 
equipment are utilized to handle it. Last 
year Manpower’s 140 offices, located from 
coast to coast and in foreign countries, 
served 48,000 firms including 86 of the 
100 top American industrial companies by 
performing sales, office and industrial 
work for them on the customers’ premises, 
in Manpower offices and in the field. For 
the booklet, Circle No. 184, 


arises 





VISUAL 


MAGNETIC 
CONTROL 


| PERSONNEL CONT ROL | 


Rs 
oS eens =e er 

a * 7 ne 
ad ’ Lid 
<—= eee 


FASTEST—& 
Simplest Control for 
Sales e Production 
Charts e Personnel 

Maintenance e Scheduling 
INCLUDING 


Machine Loading 
Visual re 
COLORFUL MAGNETS 
MAGNETIC OMSASHOW | FACTS ACTION 


SH 
ELEMENTS | INSTA 
| ger THE JOB DONE REQUEST 


Methods Research Corp. | 


MAGNETS MOVE 
—— a 
Priced Frem 


$38 


EASIEST—OF ALL! 
PRICES & 
=. 


442 Mosel Avenue, Staten Island 4, N. Y. 





For More Information Circle No. 337 
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Mail-Order 
Jeweler’s 


Inventory 


System 











LESTER E. COLLINS, 
Vice President and 
General Manager, 
Burton M. Reid, Inc., 
Springfield, Il. 


HETHER THEY ORDER jewel- 
ers’ loupes and diamond rings, or 
matched luggage and wrist watches, 
nearly 16,000 Burton M. Reid, Inc., 
customers have come to expect return- 
mail service on their purchases. To 


fulfill this expectation, our Springfield . 


warehouse ‘must maintain adequate 
stocks of the many thousands of items 
we sell as the world’s second largest 
distributor of jewelry and watch mate- 
rials. For many years, without an accu- 
rate inventory system, this was impos- 
sible. Consistent return-mail service 
now has become a reality. It is the 
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BEVCO is 
Tops in Comfort 


e eliminates body heat | 
build up | 
reduces fatigue 
wears longer 
lowers maintenance 


more quality 





lower cost 


PS-33-A 
Posture Swivel 
Six 
adjustments 


BEVCO 
Precision Mfg. Co. 
831 Chicago Ave., 

Evanston, Iil 














For More Information Circle No. 367 


<1 WELT 
4-COLOR 


PENCIL 
with AUTOMATIC 


frger-tip action! 
4 PENCILS IN Tf 


For reports, charts, plans, graphs, 
or wherever color is needed. 
In durable, non-tarnish silver- 
finish Eloxal. 
Mechanical perfection 
guaranteed 
Ideal for engineers, drafts- 
men, auditors, teachers and 
students. 
* BLUE 


) * RED 
eet GREEN * BLACK 
FIVE DAY MONEY BACK GUARANTEE 


At your stationers or write to 


BENARD SALES CO. INC. 
eee 16 E. 17th St. New York 3, N.Y. 
For More Information Circle No. 368 
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result of the development of a simpli- 
fied inventory control-ordering system 
which drastically has reduced back-or- 
ders without overextending our inven- 
tory investment. 

The painstaking determination of 
when to order an item, once the most 
difficult job in our business, literally 
has been reduced to the simplest job 
through mechanized filing. Stock con- 


trol is achieved with a minimum 
of valuable management effort, and re- 
ordering has become virtually a clerical 


operation. 


now 


The nationwide scope of our business 
is the very factor which makes superior 
essential. Handling 30,000 
transactions 2 month, we must meet 
competition throughout the United 
States and Canada by filling orders as 

quickly as the re- 
tail jeweler can 
have them filled 
in his own home- 
town. We have 
done this with re- 
turn airmail serv- 
ice to Chicago 
and all  out-of- 
State points. 

[The job of 
maintaining prop- 
er stock levels of 
the myriad items 


service 








we handle _ has 
been entrusted to 











a department 
built around two 
Remington Rand 














to a desk 


speeds efficiency—ups morale 


BOSTON CHAMPION ae 


PORTABLE PENCIL SHARPENER 


Robot - Kardex 
units. In these 
mechanized files 
listed more 
than 8,000 types 
of merchandise. 


now in decorative green, blue, sand-tone, and 


gray colors 


e sharpen pencils at desk—fast—no 


more sharpener searches 


® saves much more in time and effici- 


Included is every- 
thing needed to 
furnish a jewelry 


ency than actual cost in brief period 


e a low-cost quality item that helps 
desk workers feel more important 


Send for free comprehensive report on sharp- 


BOSTON 


PENCIL SHARPENERS 


eners, Booklet N. 


C. HOWARD 


HUNT 


PEN CO., Camden 1, N.J. 


store, from equip- 
ment such as 
showcases and 
posture chairs to 
jewelry, electric 
shavers, cigarette 


For More Information Circle No. 340 
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lighters and watchbands. 

Within each Robot-Kardex 
Graph-A-Matic chart provides at a 
glance the answers to the questions we 
may have about an item 


slide. 


overstocked, 
An- 
other visible signal helps us determine 
the sales trend for each of the items. A 
green signal is placed at the bottom of 
each card to indicate the last month in 
order for that 
By correlating the posi- 


understocked or at its order point? 


which an merchandise 
was received. 
tions of the last-order and stock-status 
signals, we can determine at a glance 
how fast the stock is moving and if re- 
quirements of the order point is neces- 
sary. 

One of the important corollary bene- 
fits of our visible reference units is their 
price maintenance medium. 
Previously, each of 13 departments had 
to keep its own price maintenance book 
up to date. On the average, there are 
two price changes a year for each item. 
Because of the diversity of control, 
there was too great a margin for error 
in price listings and, of course, in ex- 
tensions. 


use aS a 


Now, both the price and typical ex- 


tensions are listed—in pencil, so they 
can be changed easily—on the card 
records, providing a centralized listing. 
This also gives us a very effective check 
on the billing department, since our 
clerks make spot checks of the exten- 
sions when posting from invoices. 
Another benefit is the use of the in- 
ventory control department in conjunc- 
The 
For 
every item added to stock, the clerk sup- 
plies our advertising department with a 
description card. When an item is not 


tion with our advertising efforts. 


two are tied together quite closely. 
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NOW YOU CAN ADDRESS 
MONTHLY STATEMENTS 
IN | /3 THE TIME... 


PRINTS FROM THIS 


attach a 


PRESS-ON MASTER PATCH 
to your ledger cards! 
SAVES YOU TIME! 


addressing in the average office 
66%. 


PREVENTS ERRORS! Eliminates wrong 
addresses, transpositions of characters, 
misspelling, etc. 


ENABLES YOUR LEDGER CARDS TO 


WRITE! In addition to heading statements 
and collection notices you can also ad- 
dress direct mail, service follow-ups, 
shipping labels, bills of lading and other 
office forms ... all from your ledger 
card file. 


AS EASY AS “i, 2, 3” 


. mi. type the name and address ONCE on the 
SS-ON MASTER PATCH. They're easily pre 

whens in an ordinary typewriter no special 
equipment required 

e Attach the adhesive backed MASTER PATCH to 
your sotger card. They press-on instantly to 
existing records any size or shape 

to change your present accounting system 
e Address statements, month after month from your 


ledger card . . . Automatically! 
PRINT WITH THE [MACHINE COMPLETE $70 
Plus Fed. 


MODEL 60 WITH SUPPLIES 
Master Addresser | FOR 500 ACCOUNTS ‘EXe Tax 


MASTER ADDRESSER COMPANY 
6500-0 West Lake St. ° Minneapolis, Minn. 
For More Information Circle No. 311 
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Reduces statement 
up to 


\¢ 


. no need 





MO MORE 
CLUMSY 
RUBBER FINGERS. .~ 


-NO MORE 
MESSY 
SPONGES. 


The invisible fingertip magic for 


HANDLING 
PAPERS 


FASTER! 


Easy to Use! Just apply to fingertips for 
greaseless, stainless, tacky film. Pick 
up papers quickly, easily. Speed of 
paper handling limited only by dex- 
terity of operator. 


Non-Allergic! Recommended by derma- 
tologists. Eliminates irritating rub- 
ber fingers and unsanitary sponges. 
Long lasting. Washes off easily. 


Widely Used! Thousands of businesses are 
finding SORTKWIK an essential 
aid to speed up sorting, counting, 


filing, posting. 
Try it and see menses You'll never be without it. 
At your ( 
$1.1 [RIAL : 
OFFER of wo re 
iw size ¢ Y swe ~ & = 
Only 50c each —/ 
LEE PRODUCTS COMPANY 
Oep't.0-4 2736 Lyndale Av. S., Minneapolis 8, Minn. 


For More Information Circle No. 310 


moving as it should, and if we think it 
is from lack of inven- 
department 
card and a sample 
tising as a request for heavier emphasis. 
Helpful as the foregoing things have 
been, the important function of 
these electrically-powered units remains 
control of stock as the key to our pur- 
A copy of every in- 


advertising, the 


tory dispatches similar 


of the item to adver- 


most 


chasing program. 
voice sent to our customers 1s processed 
through this department for posting of 
shipments. Similarly 
and post from copies of purchase orders 
so that there is a has 
The historical record of 


, the clerks receive 
record of what 
been ordered. 
every item is completed with a posting 
of incoming shipments. 
These three phases of 
greatly facilitated by the 
selection of slides and the visible index- 


posting are 
mechanized 
ing of each item. To post to any given 
card, the clerk merely presses the proper 
key. 


slide is 


In a few seconds, the appropriate 
delivered in perfect working 
position. 

At the time of posting, the clerk re- 
adjusts the movable signal to indicate 
the volume of the item in stock at that 
moment. The computing chart fits be- 
neath an opening in the title insert at 


the bottom of the pocket, permitting 


@ Sturdy 
All-Metal 
Construction 


THE VERY BEST VALUE 
IN COPYHOLDERS 


STAND-B 


@ Patented Knee-Action Grippers 
Hold All Copy Securely 


168. 


Owe? a owrilen 


GP 


For More Information Circle No. 362 


e Rubber Feet 
Prevent 
“Creeping” 


$695 


te"w a 12°" foe mouse site 





let) Sibeadeltl, cee) ite) 7 aale), | 
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Inventory records 
on more than 8000 
types of merchan- 
dise are filed in 
two Robot-Kardex 
units by Burton 
M. Reid, Inc., 
Springfield, Ill. 


scaling of the order point at any num-_ which items are overstocked, in normal 
ber from 1 to 100. Also indicated for stock, understocked, and when follow- 
quick observation are the points at up should be made on a purchase or- 


BALL POINT ‘BEAUTIES’ 


NOW THAT YOU'RE USING BALL POINT PENS AND FENCILS 
you must have Weldon Roberts Ball Point Erasers! These “beauties” 
are especially made to correct the mistakes made in ball point 
writing — the same kind of mistakes made in any writing. 


BALL POINT IPs NO. 838 BALL POINT JET > 

, Convenient pocket and desk 

No. 380 MADE In USA . eraser, with green rubber core. 

PEN- PENCIL In clear plastic holder with 

pocket clip attached. Cap un- 

A screws so eraser stick can be 

NO. 380 BALL POINT moved outward. (No. 8380, not 

illustrated, same eraser with 

whisk brush attached in- 

stead of pocket clip.) Ideal ks NO. 138 

for typists and office BALL POINT 


workers. Refills, of course. Convenient, 
; paper wrap- 


Waldon Roberts fm = ORDER FROM YOUR ME Beene 
. shaped eraser, 


In attractive green color, inviting 
texture, handy elliptical shape. 


STATIONER TODAY! Ew with pull string 
for easy repoint- 
5 5 WELDON ROBERTS RUBBER me =, ing. Attractive 
Correct Mistakes in Any Language : 365 Sixth Ave., Newark 7, N. green rubber core 
World's Foremost Eraser ; in bright yellow 
Specialists casing. 


For More Information Circle No. 344 
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Cromwe.t Printery, Inc. 
ROTARY DEPT 
ALBANY 1. N.Y 





There is no obligation to us, but we feel you 
have an obligation to your organization, so 
that no one can say, a year from now, “If 
we had only known all of the facts.’ 


This book contains in charts and illustrations 
answers to the following questions: 


1. The Space Problem 
—The True Answer. 


Filing Operations. 
5. Time Saved thru 


2. How to eliminate Operation Elimination. 


Traffic and Congestion. 
3. Filing Clerk Morale 
—The WHY facts. 
4. Motion Study of 
7. Results of a prospect's survey of five 
prominent users on a point basis. 


6. Comparison of three 
filing methods by 
square feet and lineal 
feet. 


Creator of Effective Tools for Effective Management 


Phone Westport, Conn. CA 7-4111 or write 


WASSELL ORGANIZATION, INC. 


Westport, Conn. 


' Please send free Booklet “Backward or Forward in 
; Filing” 

Se 

Company -___--- 


For More Information Circle No. 309 
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der to replenish our stock. 

If the clerk finds that an unexpected 
demand or slow delivery has created a 
notice is pre- 

A blue back- 


order card is inserted over the regulat 


back-order situation, a 


pared for the customer. 


record, with its bottom edge visible in 
the title insert for immediate identifica- 


tion. This is an obvious reminder that, 


| the item is back-ordered, and also pro- 


vides space for entering subsequent or- 


ders while this condition exists. 


Occasionally, a back-order notice will 
be sent up from the stock section when 
the records indicate the item should be 
available. A further search of the stock 
often item in the 
wrong location. The knowledge that 
there is this double-check on _ back- 
orders has virtually eliminated losses 
from stock, although such losses were 
low even before the system was insti- 


area turns up the 


tuted. 

Before the inventory control section 
was installed, it was necessary to have 
three full-time employees just to take a 
perpetual physical inventory of our 
This now is controlled by one 
clerk 


stock. 
full-time worker, 
who divides her time between the card 
file and the receiving department. The 
two file units, housing more than 8,000 


and a second 


items, take up no more space than a 
stenographer’s desk. 


Our former procedures allowed us 


| only to count our stock, write down the 


data and then put it in our hip-pocket. 
That was as far as it went. Now, we 
have an inventory that is truly produc- 
tive. In addition to having before us a 
true history of each item, we are able 
to visualize the item’s sales trend. This 
enables us to get our money out of dead 
fpril, 1958 





stock because we see a sales curve mov- 
ing downward, instead of waiting sev- 
eral months for sales to stop completely. 
This has been one of the factors en- 
abling us to minimize capital investment 
while keeping up inventory levels. 

Relief of pressure on management has 
been considerable as the result of the 
automatic re-ordering feature. Our 
executives formerly spent many early 
morning hours 
trying to deter- 
mine what to or- 
der. With 
leaf binders which 
told us what had 
been ordered, but 
not how much or 
when, we had to 
rely on personal 
knowledge, a feel 
of the business 
and in many 
- just plain 
guesswork. 

Order points 
now are estab- 
lished on the basis 


loose 


Cases 


re-order point is reached. Thus, what 
was a troublesome management »rob- 
lem has become a clerical operation. 

In terms of dollars and cents, the card 
file department paid for itself in its first 
year of operation. Since then, we have 
continued to save money, in addition 
to securing the overall managerial bene- 
fits which, in the final analysis, are prob- 
ably most important. 


against fraud 





AMERICAN 400 


PORTABLE ELECTRIC PERFORATOR 


of quantity 
needed (as shown 
by the history of 
the item) and 
time needed to 
obtain it. With 
these order points, 
the purchasing of- 
fice handles re- 
orders in a few 
hours, on its own. 
The file clerk in- 
stitutes ordering 
automatically 
when an_ item’s 


For two reasons, modern business is enthused about this modern 
version of an old device. First, there is the speed and conveni- 
ence of the American 400 Portable Electric Perforator. Second, 
once this machine cancels, dates, numbers, validates, voids or 
receipts an item, the clear crisp record is as unalterable and 
permanent as the paper itself. 


The American 400 perforates thousands of items an hour, Opera- 
tion is by automatic paper trip. The 400 is quiet, powerful, 
handsome, and occupies a space of only 6'/2 by 13 inches. You 
have a choice of 1, 2 or 3-line perforation, with fixed first and 
third lines, and changeable dates, numbers or other copy on 
middle line. A pioneer in the field since 1910, American makes 
a full line of perforator models, -Write for literature, 


HELLER ROBERTS 


Manufacturing Corporation 


ICAN PERFORATOR DIVISION 
00 Jamaica Ave., Brooklyn 8, N. Y. 


For More Information Circle No. 343 
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NMAA Annual Conference 


National Machine Accountants Assn. 
announced that their 7th Annual Confer- 
ence and Business Show will be held June 
18-20, at Atlantic City, N. J. This year’s 
conference promises to be the largest to 
date with outstanding speakers conducting 
seminars and special meetings covering a 
wide range of subjects in the data process 
ing field. The business show will include 
exhibits by manufacturers of tabulating, 
electronic processing and related equip 
ment. Registration for the conference is 
open to non-members as well as members, 
either on a daily or full program basis 
Inquiries may be directed to Conference 
Publicity Chairman, 259 Clifton Ave., 
Newark 4, N. J 


Don’t Neglect Exercise 

To avoid shaky 
gait in later life, give up 
break for a brief walk or some 
exercise. This is the advice of Dr 
erick C. Swartz 
health as a factor in 
tioning at the 
Dr. Swartz 
“begun 


hands and a tottering 
your coffee 
other 
Fred 
discussed physical 
retirement condi 
University of Michigan 
that physical exercise 
early in life and continued into 
the advanced years is capable of delaying 
the physical stigma of aging and prolong 
ing life expectancy as much as eight to 
ten years.” The physical skills of those 
in their 70’s can surpass those of persons 
in their 20’s and 30’s who have failed to 
stay in shape. If begun early in life, walk- 
ing and other forms of daily physical 
exercise can ward off symptoms of bur- 
sitis, myositis and fibrositis, which are the 
result of lack of activity and function. 


who 


Said 
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39th Annual NAA Conference 


Grant U. Meyers, vice president and 
controller, Radiant Mfg. Corp., Chicago, 
is chairman of the conference operations 
committee for the 39th international ac- 
counting conference of the National Assn. 
of Accountants, it was announced by 
NAA president Harold W. Scott. The 
conference will be held at the Conrad 
Hilton, Chicago, June 22-26. Over 3000 
members from the association’s 134 chap- 
ters and 70 foreign countries are expected 
to attend. George J. Wachholz, controller, 
Minnesota Mining & Mfg. Co., Minneap- 
olis, is chairman of the program com 


mittee 


Filing Course in N. Y. 

Ann McDonald, a director and former 
president of the Records Management 
Assn. of New York, will conduct a 12 
course in Subject Filing and In- 
dexing at Ballard School starting April 7. 
includes: classifying and arrang- 
ing material; planning a subject classifica- 
tion; cross referencing; preparing indexes 
to the subject file; equipment and field 
trips. Information from Ballard School, 
610 Lexington Ave., New York 22, N. Y. 


session 


Course 


Copying Income Tax Forms 


A directive of the Internal Revenue 
Service authorizing submission of photo- 
copy reproductions of tax forms and 
schedules will provide substantial time 
and cost savings, according to Copease 
Corp., distributors of Copease photocopy 
machines and supplies. The ruling outlined 
in the Nov. 25, 1957, issue of the Internal 
Revenue Bulletin, allows photocopies to 
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bookkeeping machine with automatic 
rele le lets line-finder—cuts posting time in half; 
‘line-o-matic’ ask your dealer for full demonstration 
or write: “addo-x inc’ 300 Park Ave, NY 22 


+“RONE°-TRONIC” picture reproduction 

per-ect, professional printing quality; 
ask your dealer for full demonstration 
or write: ““addo-x inc’’ 300 Park Ave, NY 22 


For More Information Circle No. 447 
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Right Reading Photocopies . . 


Xerographic Head designed 
to take o standard xero 
graphic plate. Complete 
with ground glass 


Prismatic Head makes right 
reading photocopies to any 
size on film or paper in 
one shot 

Standard Head holds film 


for making line and half 
tone negatives 


. Xerographic Exposures. . . Line 


and Halftone Negatives . . . All from the Versatile Kenro Camera 


The Xerographic Head and Prismatic Head 
added to the precision built Kenro Camera 
make it the most versatile camera available 
today. Application of these accessories is 
varied, simple and useful. 

The Xerographic Head (A) permits you to 
make fast easy xerographic plate exposures. 
It has a simple adjustment that allows 
uniform gripper margins on the plate, 
eliminating time consuming press cylinder 
adjustments. 

With the Prismatic Head (B) you can make 
reproduction quality right reading photo- 
copies, negative or positive, on film or paper, 
in one shot, enlarged to 4X, reduced to half 
size. Color too, can be shot using direct color 
print material. 


With the Standard Head (C) you can make 
line negatives up to 14” x 18” and halftone 
negatives by Magenta or Autoscreen 
methods. Enlarges 3X, reduces to 4% with 
standard Goerz lens. 


The Kenro “Vertical 18” Camera is the 
result of years of experience designing and 
perfecting a precision camera, built on the 
rigid and economical vertical principle. Each 


camera is individually aligned at the factory 
and is delivered fully assembled. Focusing 
and sizing are done with pin point accuracy 
using counters and micro dials which also 
permit hairline resetting. The reflector flood 
lights supply flat uniform instant lighting. 
Exposures are controlled by an automatic 
reset synchronous timer which permits any 
desired exposure from three seconds to 3 
minutes. The heart of any fine camera is, 
of course, the lens. The Kenro Camera uses 
a diaphragm equipped Goerz color corrected 
lens, the standard of quality throughout the 
graphic arts field. 

The Kenro “Vertical 18” Camera, complete 
with Goerz lens, lights, and standard head 
costs only $1250 f.o.b. Chatham, N.J. 
Xerographic and Prismatic Heads, Vacuum 
Back and extended range lenses are 
optional extras. 


Write for complete information 
Ask for demonstration vf desired. 


KENRO GRAPHICS, INC. 


Dept. F-4, 25 Commerce St., Chatham, N. J. 


For More Information Circle No. 293 





be made of forms prepared in pencil by 
accountants, tax consultants or others, 
eliminating the necessity for re-copying in 
ink or by typewriter, and also the possi- 
bility of transcription errors. The repro- 
ductions of tax forms must have a high 
standard of legibility, both as to original 
form and filled-in matter.. Many offices 
equipped with photocopy machines are 
currently using this procedure on tax re- 
turns, Frank M. Gale, vice president of 
Copease Corp., noted. Duplicate Copease 
photocopies of the original penciled forms 
are frequently used as permanent file 
records in addition to the copy of the 
return filed with the Internal Revenue 
Service. Information on photocopying tax 
returns is available from Copease Corp., 
425 Park Ave., New York 22. 


Clerks Are Poor in Arithmetic 


Almost one out of five retail store 
clerks was unable to add seven two-digit 
figures, according to a survey conducted 
by Opinion Research Corp. for National 
Cash Register Co. More than 500 clerical 
workers employed by 21 different business 
organizations, including department stores 
and other retail outlets, were tested. Even 
When they allowed to check their 
10% still came up with the wrong 


were 
hgures, 
answer. 

Clerks in a variety of fields were asked 
to solve arithmetic problems they might 
encounter on a typical working day. In 
one problem, for example, they were 
asked to calculate the bill for a simulated 
basket of groceries. One out of three 
short-changed himself or the customer 
One out of ten was unable to add two 
simple figures in his head. More than 
80% gave the wrong answer to one or 
more of the 19 problems in the exam. 
Iwo-thirds answered two or more prob- 
lems incorrectly. Before they took the 
exam, they were given another test which 
showed that their arithmetic ability was 
average for clerks throughout the nation. 
Clerks who had gone to college scored 
only slightly higher than those with less 
schooling. Women did just as well as men. 
Clerks over 40 were slightly more accu- 
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ONE of & a4 Clee: 
— 
CovtDN'T ADD 
JWESE FIGURES 2 
/ 


3 


67 
74 


Dilman Smith, director of Opinion Re- 
search Corp., shows the column of figures 
which one out of five clerical workers 
added incorrectly. 


rate than those in a younger age group 
A clerk who checks his answer to a prob 
lem has a better chance of getting the 
right answer, the survey showed, but the 
average employee is far from a mathe 
matical genius. However, he doesn’t need 
to be because most all 
machines for figuring. 


businesses use 


Microfilm Equipment Rental 


The portable Flofilm 9600 microfilm 
camera can now be purchased under a 
rental plan, according to the Flofilm Divi- 
sion of Diebold, Inc., Norwalk, Conn. The 
camera can be rented for only $35 a 
month, and its companion portable reader 
can be rented at only $8 per month. Mini- 
mum rental periods for each unit is three 
months but this can be extended by the 
purchaser into a rental-purchase agree- 
ment with all rental payments credited 
towards the full purchase price. Should 
the buyer wish to purchase outright, he 
may do so at any time and have his rental 
or rental purchase payment applied toward 
the complete price. For booklet describ- 
ing the rental plan, Circle No. 177. 





It’s so easy to get 
SUPER CLEAR COPIES 
from your DIRECT PRINT 
COPY MACHINE 


When the master sheet is PATAPAR TRANS- 
LUCENT PARCHMENT, copies come out 
fast and clear. The secret is 
Patapar’s quality-controlled texture, smooth 
finish and uniform, correct translucency. 

Patapar masters have a perfect 
for printing with regular or opaque inks, f 
typewriting, pen and pencil entries, sketches 
and drawings 

Furnished in substance 12, 15% and 44 

rigid card stock for Bruning, Ozalid and 
other direct print copying machines. 

Try Patapar masters and see the differ 
ence. For brochure of testing samples, write 
us on your business letterhead. Name of 
nearest distributor on request. 


Patapar. 


TRANSLUCENT 
PARCHMENT 


PATERSON PARCHMENT PAPER COMPANY 
Brist« | 

Sales Office New York, Chicago 

West Coast Plant: Sun 
Headquarters for Vegetable Parchment Since 1885 


unbelie ably 


surtace 


, Pennsylvania 


nyvale, California 
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Million Dollars Daily 


ntinued from page 


bution of material costs. 


3. To produce accurate and timely: 


records of inventory receipts in order 
to facilitate better inventory control. 
4. To eliminate the error 
factor in handling repetitive data. 
Briefly, this is how the system oper- 
ates: a copy of each approved purchase 
submitted to the 
Utilizing five 


clerical 


order is accounts 
payable 
machines with perforated tape punches, 
clerks index purchase 
properly 


and ac- 


group. posting 


posting order 
information necessary’ to 
payment 
This 


record commitment, 


count distribution. information is 
posted as a historical record on the 
purchase order and simultaneously is 
punched into the paper tape. 

The lengths 
functional codes are programmed auto- 
matically tape 
the format of the punched cards. Zeros 
and spaces also are automatic. A jour- 


by-product to 


sequence, word and 


on the to conform with 


nal is provided as a 
posting the purchase order record and 
contains proof and control 
totals. 

Cards are then prepared from the 
tape transmitted to the com- 
puter information 
from the 


puter’s magnetic tape file. 


figures 


and are 
section, where the 
stored in the com- 


The copy of 


card 1s 


the purchase order, the historical record 
and any attachments are retained by the 


accounts payable group. The _ perfo- 


rated tapes are discarded. 


When invoices and receiving notices 
are received, they are machine validated 
and posted to the purchase order tally 


sheet or historical record and a_per- 
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LETTEREX sets are available in all 
colors. A set is a high quality onion 
skin lightly tipped to an intense and 
clean carbon sheet. 500 sets to a box. 


LETTEREX 


1114 HALF STREET, S.W., WASH. 24, D.C. 








For More Informatior Circle No. 288 


PREPARE YOUR OWN 
SHADED EFFECTS--PROFESSIONALLY 


with the NEW EASY-TO-USE 











PASTE-UP 


Shading Film 


SAVE TIME... MONEY 
Prepare art on your own premises. 
Ask your dealer or write for 
FREE “HOW TO DO IT” BOOKLET 


ROLL-O-GRAPHIC 


¢ i een. Vea mem, | 
133 PRINCE STREET NEW YORK 12. N. Y 
For More Information Circle No. 289 
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VASATION —- SICK LEAVE 


CONTROL 
SHEETS 


These contro! 
sheets give an 
accurate, read- 
ily accessible 
and economical 
record of em- 
ployee’s annual 
’ vacation, sick 
leave, paid 
holidays, and 
other records 
requiring tabu- 
lation by cal 
endar days. 
Over 150,000 
sold this year. 


* SEZERES SSE ae 
CALENDAR FOR 195 
jawuapy | tsarcany 7 
= res Gees 








$2 00 300 sheets 
$3.00 400 sheets 
$5.00 500 
$9.00 


sheets 
200 sheets 


l¥%ec each 


Missourt 


Additional sheet and above 500 
Minimum order 25 sheets—F.0.B. Columbia, 
Postage Prepaid if check 
or money order accompanies order. 


AMERICAN PRESS, 200A So. 7th, Columbia, Mo. 
For More Information Circle No. 290 


ETA SRAM PARE TS 
ELIMINATE COSTLY, TIME- 
CONSUMING "FARMING OUT"! 


S over 


Anyone can operate a PIONEER PAPER DRILL. A 
production machine with such quick set-up that 
short runs are a special delight. The small invest 
ment is soon repaid and then goes on making money 
for you instead of someone else. You pay for a 
PIONEER whether you buy one or not. Accessories 
for cornering, slotting and slitting. Send for litera- 


ture today 
PIO N EER 


1130 NEBRASKA TOLEDO 7, OHIO 


For More Information Circle No. 291 





forated tape and proof journal is 
simultaneously prepared. The tape again 
is programmed automatically for con- 
version into punched cards. 

[he cards produced from this tape 
serve as the input media for mechanical 
payment of the invoice and distribution 
of costs. The computer compares the 
information on the invoice and receiv- 
ing notice cards, with the information 
previously stored on tape by the pur- 
order run. After instantaneous 
balancing, the computer 
costs to the applicable accounts, pro- 


chase 
distributes 
duces records required for inventory 
changes and various other accounting 
information, and provides a due-date 
file together with a listing of vendors 
and amounts to be paid. Checks and 
remittance advices are prepared by the 
computer on the due date. Meanwhile, 


copies of receiving notices and invoices 
are filed by the accounts payable 

The planning and subsequent 
the integrated processing system, 


group. 
use of 
was to 
find a better way for originating input. 
This has been accomplished in Boeing’s 
accounts payable operation with the 
following results. 

1. Eliminating as much manual cod- 
ing as possible. 

2. Preparing a historical record, proof 


journal, control totals and punched 
tape in one operation, eliminating the 
key punch operation. 

3. Preventing errors before process- 
ing begins. 

4. Making the purchase order record 
so simple that, after an hour or two of 
practice and training, almost anyone 
can handle the posting operation and 


simultaneously produce the tape. 


NOW- FOLD-O-MATIC 


has the “CONVENIENCE of a CONVEYANCE”! 


with new 
ADJUSTABLE CONVEYOR 
AND STACKER 


NEW DESK MODEL FH-5C ; 


FOLD-O-MATIC 


100% Fully Automatic 


ELECTRIC FOLDING MACHINE 


Automatically Folds 120 Sheets per 
Minute (all populor folds) . CON. 


WITH CONVEYOR BELT 
7 RECEIVING TRAY 


VEYS and STACKS Folded Pieces! 


new CONVEYOR ATTACHMENT tokes 
folded pieces ovt of machine with posi- 
tive precision, regardless of type or 
size of fold. Easily set to exact width 
of folded piece . . . “Stop” Wheels 
prevent jamming 

new DEEPER STACKING TRAY holds 
larger quantity of neatly stocked 
sheets. 


new “SNAP-IN" CONSTRUCTION of 
conveyor ond troy permits compoct 
storage. 

plus ALL THE OTHER EXCLUSIVE EX- 
TRAS that moke FOLD-O-MATIC—now 
more thon ever the world's finest office 
folding machine, regordiess of price! 
EXTRA! Increased-power wniverso!l motor. All 
moving ports of hardened steel, with self- 
lubricating Oilite ond boll bearings. New feed 
and power mechonism eliminates geors 


PRINT-O-MATIC Co., INC. 


724 W. Washington Bivd 


° Chicago 6, Illinois 


ust $] 99 Plus FET 


Also monvfocturers of famous Cord 
Size Duplicetor, Diegraphy Dvupiiceting 
Compound, Print-O-Motic Stencil Dupli- 
cotors (6-A Electric, 5-A Manvel) 


SEE THIS ASTONISHING LOW. 
COST Automatic “MIRACLE” 


WRITE FOR 
COMPLETE 
DETAILS 


For More Information Circle No. 279 
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Rolling Storage 


ntinued f m page 


itial inertia of a one-ton load, and 8 
lbs. will 
The 


maintain 
wheels are 

lubricant 
50 


pressure movement. 


grooved packed and 
having a tem- 
170° F. 
that the bases can be used in cold stor 
Where heavier 
additional sets of wheels can be 
to the 

the 


sealed with a 


perature range of to so 


age areas. loads are re- 


qui red, 


added mobile bases. 


Because mobile units are sepa- 


lifted 


less 


any of them be 


the 


active position in the storage area. 


rate, one 


tracks 


may 


from and moved to a 


This 
method was found by General Elec- 
tric’s Philadelphia plant to be the ideal 
way This in- 
stallation, now about ten years old, 
the first mobile storage 


this country 


to rotate seasonal stock. 
was 
and has saved G.E. 2000 
sq. ft. of floorspace annually. 

With new building costs ranging from 
$15 to $62 
and rentals averaging $8 per sq. ft., 


SoO¢ C 


per sq. ft. of rentable space, 
the 
waste of area 


space in a storage 


is more formidable in new, rather than 
in lower 
Mobile 

such 
steel New York skyscraper, 
425 Park Ave. York, 
and those of Schering Corp., Aircraft- 
Marine Products’ factory and Bell 
phone’s New 


cost, existing older buildings 


storage systems in new build- 


ings, as Socony-Mobil’s stainless 
Nabisco’s 


building in New 


Tele- 
amor- 
by the 
A mobile 


Jersey labs, 


four 


were 


tized in two to years 


Savings in cost of floorspace. 
installation in a ob- 


dismantling 


storage new area 
equipment 
and disruption of operations. 


The case study of the Stanley Works, 


viates existing 
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installation in | 


Glue 


BUSINESS FORMS 


Duplisette 


the READY-MADE second 
sheet and carbon set 
CLEANEST - FASTEST - MOST 
ECONOMICAL method to 


Se obtain carbon copies! 


Available (letter size) —— white and 5 colors 





ONE-WAY 
SPEED 
MESSAGE 
2-part 
TWO-WAY 
SPEED 
REPLY 


Carbon-interleaved 
3-part 


TIME and EXPENSE-SAVING 
substitutes for needless, costly letter 
writing! Expedites instructions and 
compels immediate replies. Can be 
imprinted at nominal cost. 





Carbon-interleaved 3 or 4-part sets. 
Inexpensive, basic business forms at 
less than custom-made prices! Recom- 
mended for modest quantity users. 
Can be imprinted at nominal cost. 


STOCK FORM TRAYS 


drawer for copies. ~ : A 
Model CT-87 (2- ; 
compartment) only Qe 

$4.50! Other models and sizes up to 


$7.40 — A MUST for the efficient desk! 
. 


FREE SAMPLES of all forms and catalog 
showing complete line on request 


CARTERET PRINTING COMPANY 
Manufacturers of Business Forms 
480 CANAL STREET + NEW YORK 13,N. Y. 
WoOrth 6-1454 





Neat - efficient 
lightweight holders 
for forms — with 


i 
: 
i 
i 
i 
i 
i 
i 
i 
i 
; 
: 
i 
: 
i 
i 
i 
i 
4 
i 
: 
i 
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RITE-LINE copyvnoiper 


e SAVES EYESTRAIN 





e TAKES COPY UP TO 20" 
e PROMOTES ACCURACY e HOLDS NOTEBOOK 
e INCREASES PRODUCTION e FITS IN DESK DRAWER 

e LINE MAGNIFIER EXTRA 


Send for FREE Booklet describing RITE-LINE COPYHOLDER 
RITE-LINE CORPORATION 
4209 39th St., N. W., Washington 16, D.-C 


For More Information Circle No. 437 


© To let you know: 


supply precision BRITISH made Ports and 


Tools direct to you ot LOWEST PRICES 














e PROMPT AND EFFICIENT SERVICE GUARANTEED 


Sena for 


TYPEWRITER SUNDRIES CO. LTD. 


140-148 BOROUGH HIGH ST., LONDON S.E.! 
For More Information Circle No. 438 
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our illustrated Catalogue POST FREE 


New Britain, Conn., manufacturers of 
hardware and tools, shows how mobile 
storage can sometimes eliminate the 
need for a new building. In direct ratio 
to their 


of accumulating new records, increased 


increased operations, the rate 


office supplies and tabulating cards, far 


exceeded the available storage space. 


Ihe solution seemed to be either de- 
centralization into outside rented space 
new 


or the construction of a building 


to house the additional supplies and 


records. Studies favored a new building 
as the lesser of two evils. Then the mo- 


bile storage system was carefully in- 
vestigated and found to be a more prac- 
tical solution to the problem because it 
could accommodate all the increased 
storage requirements within the limits 
of the Three 


mobile systems were installed by Stan- 


space already existing. 
using 
The 


ley’s oOWn maintenance crew, 
much of their existing equipment. 
consists of eight 
files 


drawers 


records center area 


transfer with one 


1320 


rows of. steel 


service aisle. The pro- 


a 
4 


VA | 











i 


Existing storage equipment can be con- 
verted and used in various layout combi- 
nations. 
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of ieee 
AISLE 

FIXEL 

AISLE 


Chee BE ie Oe a 
RR EE Sa RE Aa Pa 


The 38 storage units (at right) require no more floorspace than the 28 units (at left). 


vide 2376 


it. 


Capacity 


cu, of storage capacity. 


This same in fixed layout 


would have required four aisles, or an 


i 
< 


added 210 sq. ft. of floorspace. 

For tabulating card 1920 
drawers were mobilized into four rows 
facing a common passageway. Actually 
Here, about 


140 sq. ft. of floorspace was saved. 


storage, 


no service aisle was used. 


All stationery supplies were consoli- 


dated into 12 rows of shelving requir- 


ee.” 
AE S)/.\g)\ 

a 
Reduce Costs — Sold i 
only through our Dealers. 


| | 
“yah melee 


ing only two service aisles. The shelv- 
here is 10 ft. high. This area saved 
The 


ft. of floorspace saved in Stanley's three 


ing 
TI 


360 sq. ft. of floorspace. X) sq. 
small mobile storage installations elimi- 
nated the need for a new storage addi- 
tion and quickly amortized the cost of 
the equipment. 

The Mobile storage installations de- 
above were made by Dolin 
Metal Products, Inc., Brooklyn, N. Y. 


scribed 


= 


ar a 


DEALERS: Liberal Discounts — Delivery 


you can depend on. All forms carry 
YOUR imprint. No inventory, equip- 








INTERNATIONAL BUSINESS FORMS 


1600 E 26TH STREET ec LITTLE 


ROCK 


ARKANSAS 


ment, shipping or warehouse costs. 
Write TODAY to New Dealer, Dept. 1, 
1600 E. 26th St, Little Rock, Arkansas 





MANUFACTURERS OF DURALUMINUM 


HOLDERS 


MANY _ 
STYLES 


FOR 
HANDWRITTEN 
SMAPOUT 


MFG. CO., Inc. 


P. O. BOX 243 


WINTHROP, MAINE 


For More Information Circle No. 432 
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CASH REGISTER 





HIGHEST 
QUALITY 
PRODUCTS 


SSE 
= 


CASHERE CORPORATION 


Successor to International Cash Register & Parts Co. 


207. E. Evergreen Ave., Mt. Prospect, Ill. 


For More Information Circle No. 433 
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Organize 








Operate 


me. 


FORMS | CONTROL 
PROGRAM 


RAY MARIEN, Forms & Procedures Manager, 
Olin Mathieson Chemical Corp., New York. 





A 24-page illustrated reprint from the Oct.-Nov. issues of THE OFFICE. 


EVERY COMPANY, large or small, needs _ can fit the program into your own organ- 
a forms control program. Often it is ization. He gives the entire procedure 
not an easy matter to fit such a program ffor installing a successful forms control 
into the organization. Various methods program. Even if you now have a forms 
are available. control program, you will find this book- 
Here, a forms expert shows how you let both informative and interesting. 


50c per copy 35¢ a copy in lots of 12 or more 


OFFICE PUBLICATIONS CO., 232 Madison Ave., New York 16, N. Y. 


Please send me copies of the reprint, "HOW TO ORGANIZE, ‘SELL’, 
OPERATE AND MAINTAIN A FORMS CONTROL PROGRAM", [] / enclose remit- 


tance. [] Send invoice. 
Name 

Company 

Street 
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Describes all office reproduction and 


duplicating processes. Time-saving charts 


show at a glance which process to use 
for best results in any situation. Tells how 
to make the most economical use of 
whatever duplicating machines an office 
may now have—how to combine the ad 
vantages of one process with those of 
another to save time and money. Also 
tells when not to use certain methods. 


Includes: 


CARBON PAPER 

SUBSTITUTES FOR CARBON PAPER, 
GELATIN HECTOGRAPH DUPLICATING 
FLUID DUPLICATING 

STENCIL DUPLICATING 

RELIEF DUPLICATING AND PRINTING 
OFFSET DUPLICATING 

PHOTOGRAPHY (CAMERA) 

CONTACT PHOTOCOPY 


@) 5 : CONTACT PRINTING 
(TRANSLUCENT MASTER) 


OFFICE FACSIMILE MASTER PREPARATION 


AUTOMATIC TYPEWRITERS 
REPRODUCTION AUTOMATIC DATA PROCESSING 
cg COMMUNICATION TRANSMISSION 
¢ FACSIMILE TRANSMISSION 
PUNCHED CARD DATA TRANSMISSION 
SYSTEMS DUPLICATING IMPRESSION STAMPS 
IMPRINTING METHODS ADDRESSING METHODS 
TABULATING MACHINES. 
SIGNATURE MACHINES 
OTHER IMPRINTING MACHINES 
RVIN A. HERRMANN BINDING AND FINISHING EQUIPMENT 


iad fe):)iiensle) Bad teleis>7 +1 


Over 200 pages of helpful information 

and illustrations (including 100 pages of 

advertising by duplicator manufacturers, 
— eee . with Buyer's Guide index). 


OFFICE PUBLICATIONS CO. 
232 Madison Ave., New York 16, N. Y. 


Please send me .. copies of the MANUAL OF OFFICE REPRODUCTION 
at $3.25 a copy. [_] | enclose remittance. [] Send invoice. 


Name 
Company 
Street .. 


Zone..... State 


Pee ee Se eS SSS SS See ee eee 
Se eae Gea ea ee ea ae ee eS ee ee eo! 
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Smith-Corona Elects Gaines 

Smith - Corona’s 
top management or- 
ganization has been 
further expanded by 
the election of 
Drummond F 
Gaines to the new 
post of vice presi 
dent, marketing, it 
was announced by 
Elwyn L. Smith, 
president. Mr. 
Gaines comes to Smith-Corona from Na- 
tional Cash Register Co. where he was 
sales manager for the adding machine 
division. He will be responsible for do- 
mestic typewriters, adding ma- 
chines and supplies, and for administra- 
tion of advertising, promotion and market 
research activities. In addition, he will 
have staff responsibility for all other mar- 
keting operations of the company, its divi- 
sions and subsidiaries. Mr. Gaines was 
with NCR since 1950. Prior to that he 
was southern manager for Elliott 
Addressing Machine Co. and for 11 years 
with Burroughs Corp. 


D. F. Gaines 


sales of 


sales 


Head Bates Mig. Co. 


rhe election of C. S. 


A. Williams to 
the new post of chairman of the board 
and the promotion of his son, C. Edwin 
Williams, to the position of president of 
Bates Mfg. Co., Orange, N. J., occurred at 
the company’s board of directors meeting 
last month. C. S. A. Williams has been 
president of the company since 1921 when 
a group he headed bought the firm from 
the Thomas A. Edison interests. Then 


222 


the firm made only the Bates numbering 
machine. Now it manufactures a variety 
of appliances including hand and electric 
numbering machines, telephone list finders, 
desk and electric staplers. C. Edwin Wil- 


Cc. S. A. Williams C. Edwin Williams 


liams joined Bates in 1946. After moving 
through the production and sales depart- 
ments, he was made executive vice presi- 
dent in 1955. C. S. A. Williams will still 
take active charge of financial affairs while 
his son will be chief of operations. 


LeFebure Elects Watts 
LeFebure Corp., 
Cedar Rapids, Iowa, 
a wholly owned sub 
sidiary of Craig Sys- 
tems, Inc., an- 
nounced that K. W. 
Watts, a LeFebure 
vice president since 
coming from the 
Craig organization 
18 months 
been elected presi 
dent. Prior to his LeFebure experience 
he was director of procurement and direc- 
tor of sales engineering for the parent 
company which he joined in 1950. L. T. 


ago, has 


K. W. Watts 
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Up to 50% 
of Production Costs 
on 
Davidson and 
Maultilith 
Duplicator Plates 
with 
RAPID 
PRINTER! 











Cut printing production costs to the 
bone by making your own pre-sensi- 
tized plates for Davidson, Multilith 
and other small presses . . . automati- 
cally, and with your present office 
staff! RAPID PRINTER actually pays 
for itself in one year if you make as 
few as six offset plates and duplicat- 
ing masters a week! Plates made 
with RAPID PRINTER give longer 
runs, have clearer dot structure, 
sharper line definition. Completely 
clean and completely trouble-free, 
RAPID PRINTER is the original and 
only compietely enclosed carbon arc 
lamp and vacuum printing frame 
combination. 


z Contact your dealer 
CO mM Da ny, Inc. or write for bulletin 230B 





General Office and Factory: 
824 S. Western Ave., Chicago 12, Ill. 

EASTERN SALES AND SERVICE: 215 FOURTH AVENUE, NEW YORK, N.Y. 
For More Information Circle No. 200 
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THIS TRADE MARK STANDS FOR 


P rectston 




















SPECIALIZING IN 
Cutting and Edging Typewriter Ribbon Fabrics 


~~ ™ ow Sill . Tylon tiudl 


WIDTHS ACCURATE @ ALL WORK GUARANTEED 


es 


PROMPT SERVICE 


TEXTILE CUTTING CORP. 


178 FIFTH AVENUE, HAWTHORNE, NEW JERSEY 








For More Information Circle No. 266 
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LeFebure was elevated from president to 
chairman of the board. .He joined the 
firm in 1911 as a stock clerk and held 
practically every post since that time. The 
firm was founded by his father in 1894 
as LeFebure Ledger Co. J. C. Greedy, 
leFebure treasurer, was named vice presi- 
dent and treasurer. He became active in 
the firm after 15 years with Inter-Ocean 
Reinsurance Co. The combined Craig 
and LeFebure operations now employ 
more than 1000 people and have sales 
representation all over the U. S. and many 
other countries 


Bell & Howell Appointment 


Francis D. Whiting was appointed to 
the new post of manager of marketing 
for Bell & Howell Phillipsburg Co., Phil- 
lipsburg, N. J., subsidiary of Bell & 
Howell, formerly Inserting & Mailing 
Machine Co. Mr. Whiting formerly was 
vice president of Workman Service, Inc., 
Chicago. Prior to that he was associated 
for 21 years with Remington Rand, Inc., 
in various executive marketing capacities. 
In his new post he is responsible for sales, 
service, advertising, promotion, product 
planning and market research for the 
Phillipsburg operation. 


Underwood Appoints Sam Smith 


Appointment of Sam S. Smith as na- 
tional director of dealer sales for Under- 
wood Corp. was announced. A veteran of 
many years in the office equipment indus 
try, Mr. Smith assumes overall responsi- 
bility for sales of the complete line of 
Underwood portable’ typewriters and 
Leader adding machines through dealer 
channels. 


ComptoTape Sales Manager 

Leslie T. Carr, general sales manager, 
Comptometer Corp., Chicago, announced 
the appointment of John D. Seick as sales 
manager for their newest product, the 
ComptoTape data processing unit. Mr. 
Seick was formerly associated with the 
Digit-ometer Co., of Denver, manufac- 
turers of data processing equipment. 


THe Orrice—April, 1958 


Ditto Marketing Vice President 

Scott Harrod, ex- 
ecutive vice presi- 
dent, Ditto, Inc., 
announced that the 
board of directors 
has elected Ogden C. 
White, vice presi- 
dent-marketing. Mr. 
White for 16 years 
served in various 
sales management 
capacities with Ogden C. 
United States Gypsum Co. His most recent 
experience was as vice president of George 
Fry Associates, management consultants 
in Chicago. Mr. White takes the place of 
Larry A. Watkins whose resignation, due 
to poor health, was accepted by the board 
of directors 


White 


Apeco Sales Manager 


Appointment of Leslie C. Overlock as 
national sales manager of American 
Photocopy Equipment Co. was announced 
by Lloyd A. Briggs, executive vice presi 
dent. Mr. Overlock, who will direct sales 
for Apeco’s Photocopy Division, joined 
the firm in 1952 as a regional sales man- 
ager. He was promoted to assistant na 
tional sales manager in 1955, 


To Produce New Machines 


West coast businessmen Wilbur Clark, 
Thomas W. Evans, Howard J. Sherman, 
and Wm. R. Good Jr. announced forma 
tion of Office Dynamics Corp. through 
its president Edward A. Krupotich, form- 
erly of Stanford Research Institute and 
director and joint founder of Shalco Corp. 
Joseph E. Gilligan, who has had 25 years 
business machines experience in mission 
ary sales and management, is eastern 
representative. Swiss developments were 
acquired for the Automailer, a machine 
combining all mailing operations of fold- 
ing, nesting, inserting, sealing, postage ap- 
plication and stacking. First of a series 
of office machines, this product is in pro- 
duction at Lanston Industries, a manu- 





HERE is a 
Photo copy machine at a 


Really Low Price... 


that is fully automatic 

and produces sharp, 

clean copies of letters, 
documents, etc. in seconds! 


ONLY 


$149% 





COPIES ANYTHING: 
TYPED, WRITTEN OR DRAWN! 


% The ultimate in simplicity of operation. 


% Compact design—Just 23"' wide, 13" 
deep, and only 6" high. Approximate 
weight, 20 pounds. 


% Sturdy, durable plastic construction. 


%& Pleasing appearance — All corners 
rounded and finished to harmonize with 
any office decor. 


% Equipped with rubber feet for pro- 
tection of furniture. 
CHECK THESE ADVANTAGES — 
No special installation or installation charges 
Comes ready to use Just plug it into any con- 


venient electric outlet No special ‘‘Darkroom’’ or 
running water . No special stencils or ink 

Reproductions of anything printed, drawn or written 
made in seconds Copies from any kind of standard 
or special paper or card stock, whether opaque or trans- 
parent, black and white or colored, or one or two 
sided, with no loss of detail, color value or type of 
ink . ,. . Simple, economical, trouble-free operation 


Other models as low as $89.50 


A Few Select Dealerships Still Available 
Dealers Write For Further Information 


Manufactured by 
FORMFOTO MANUFACTURING 


3713 Milwaukee Avenue—Chicago 41, III. 
PAlisade 5-0129 


Information Circle No. 307 


co. 


For More 


99 
226 











facturing affiliate. It was engineered by 
Huck Co., New York associate, and styled 
by Bruce Kamp Associates, Philadelphia. 


The company’s executive offices are at 
the Beverly Hilton, 9876 Wilshire Blvd., 
Beverly Hills, Calif. Sales and service 


facilities will be provided through their 
own branch offices and qualified distribu- 
torships 


Heads NCR Adding Machine Sales 
D. A. McTighe, a member of National 
Cash Register Company’s sales organiza- 


tion for the past 11 years, was named 
manager of adding machine sales. Mr. 
McTighe joined NCR in 1946 as a stu- 
dent accounting machine salesman. Two 
years later he became a senior salesman 
and after several months was named to 
head NCR accounting machine sales at 


Binghamton, N. Y. Later he assumed sim- 
ilar duties at Portland, Me., and in 1953 
transferred to NCR’s adding machine sales 
organization. After serving three years as 
an NCR adding machine repre- 
sentative, he was appointed a special rep- 
resentative for the adding machine sales 
organization, specializing in the applica- 
tion of NCR punched paper tape equip- 
ment to NCR adding and bookkeeping 
machines. His work in _ this has 
brought him recognition as an authority 
on integrated data processing methods and 
procedures. 


dealer 


area 


NOMDA Convention 


Due to the efficient work done by the 
Milwaukee committee chairmen, there is 
little left to be done except a few last 
minute details for the 1958 International 
Convention & Trade Exhibit to be held 
in the Wisconsin metropolis June 29-July 
2 by the National Office Machine Dealers 
Assn. The Schroeder Hotel will be head- 
quarters for the event which is expected 
to be the association’s biggest meeting. 


Royal McBee Promotion Manager 


Milton J. Strasser has joined Royal 
McBee Corp. as saies promotion manager, 


Royal Typewriter Division, it was an- 
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The F. S. Webster 
Co. booth at the 
Greater Philadel- 
phia Business Show 
featured Webster's 
Durametric Carbon 
Paper and other 
products designed 
for electric typing. 
Shown are R. B. 
Tower, _Philadel- 
phia manager, and 
sales  representa- 
tives K. G. Kirk, 
H. E. Herman and 
J. M. McCullough. 


nounced by W. W. Pennels, vice president 
of that division. Mr. Strasser had spent 
16 years in the electric typewriter field 
and, most recently, was Cleveland branch 
manager for an electric typewriter manu- 
facturer. He will be responsible for the 
development of all Royal Typewriter sales 
promotion programs with special empha- 





ELECTRIC TYPING 
COMES OF AGE..AND 


| Websters 


; MAS THE MOST CompLeTE 


WOFI Officers 

Wood Office Furniture Institute elected 
the following officers for the coming fiscal 
year: president, J. K. Boling, vice presi- 
dent, Boling Chair Co., Siler City, N. ¢ 
vice president, Gilbert B. Bosse, president, 
Imperial Desk Co., Evansville, Ind.; sec- 


retary-treasurer, T. R. Pitts, vice presi- 
dent, Myrtle Desk Co., High Point, N.C. 


typewriters and will be 
Port Chester, N. Y. 


electric 
headquartered at 


sis on 


COLOR—CODED FOLDERS 
{Prevents Mis Filing) 


We color-code in bright colors (you specify the 
color) with |!/4"" band on regular or shelf folders. 
All popular weights of manila and kraft file folder 
material. 


Southern Folder & Index Co. 


P. O. Box 1232, El Dorado, Ark. 


Sold Thru Dealers Only 


Your inquiries answered promptly. 
Write for catalog. 


For More Information Circle No. 345 





— — STATIONERS ... PRINTERS... AGENTS... 


satan 1,015 DEALERS HAVE A PROFITABLE SIDE-LINE in .. . 
IN FORMS 


ONE-TIME S%ahsasy- CARBON FORMS 


The 1,015 dealers who sell Snap-Easy Forms get 
lucrative discounts ... their own imprint on forms 
. protection on repeats. 1,015 dealers are mak- 


5 = ° 
New Carbonless ing (Snap)-Easy money—So can you! Write today! 


Forms, Too! 


Arthur J. Gavrin Press, Inc. 
Main Plant: New Rochelle, N. Y. — Branch Plants: Denison, Texas; Danville, Ky. 


For More Information Circle No. 347 
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ATLAS 


VERTICAL FILING 


SYSTEMS 






FAST 
EFFICIENT 
ECONOMICAL 

SAFE 


FOR 
NEGATIVES * OFFSET PLATES 
STENCILS * SKETCHES 
ARTWORK + MASTERS 
X-RAYS 


ATLAS CABINETS 
Complete line of models for neg- 
atives, plates, stencils, etc. up to 
21” wide. Capacities up to 1,400 


pieces. Wide range of sizes up to 
26” wide, 52” high, 28” deep. 


ATLAS HANGERS 
Over 20 types and sizes, a com- 
plete patented line. Lug, spring- 
clip and envelope types to fit 
every need. 


At Quality Equipment Dealers Everywhere—Special- 
ized Model at Addressograph-Multigraph Agencies 


Write for Complete Catalog 


ATLAS* 


STENCIL FILES CORP. 
16716 Westfield Ave., Cleveland 10, Ohio 
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Harris-Intertype Overseas 


Martin M. Reed was elected president 
of the International Division of Harris- 
Intertype Corp. and a vice president of 
the corporation, it was reported by George 
S. Dively, chairman and president. Mr. 
Reed was formerly president and a 
director of Mergenthaler Linotype Co 
In the new post, he will be responsible 
for overseas manufacturing, and for for 
eign marketing of printing equipment 
made by Harris-Intertype in the U. S. 
and abroad. The company has plants in 
England and West Berlin, and an interest 
in a Hamburg firm producing some of its 
equipment. In addition, Harris-Intertype’s 
U. S. plants produce a varied line of 
printing equipment for export 


Addo-X Retail Sales Manager 


Thomas F. Frawley has joined Addo-X, 
Inc., as manager of retail sales, it was 
announced by N. Gosta Arnheim, presi 
dent. Addo-X, Inc., is the American cor- 
poration of AB Addo, Malmo, Sweden, 
manufacturer of electric adding machines 
Prior to joining Addo-X, Inc., Mr. Fraw- 
ley was New York sales manager of the 
accounting machine division of Reming- 
ton Rand, and prior to that sales manager 
of the retail and wholesale industries divi 
sion covering the U. S. 


Davidson Advertising Manager 

Davidson Corp., subsidiary of Mergen 
thaler Linotype Co., announces the ap 
pointment of Van Hartman as advertising 
and sales promotion manager. Mr. Hart- 
man joined the Brooklyn manufacturer 
of offset machines and supplies in 1953 
as director of training. He will continue 
in this post in addition to his new adver- 
tising and promotion function 


Retailer-of-the- Year 


Zac Smith Stationery Co., Birmingham, 
Ala., was top award winner in the office 
equipment and stationery stores category 
of Brand Names Foundation’s 10th An 
nual Retailer-of-the-Year Competition. 
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A LIGHT TOUCH 


makes 


NEAT ERASURES 


with a 
RUSH- 


-F YBRGLASS 
ERASER 


No slip sheet needed be- 
tween carbon and copy. No 
erasing shield —the Rush 
Eraser is less than one char- 








acter thick. In beautiful, 
life-time plastic case, handy 
to use as a pencil, with long- 
lasting propel-repel refills. 
Order from your dealer or 
send 50¢ and dealer’s name, 


THE ERASER CO., INC. 
1068 S. Clinton St., Syracuse 4, N. Y. 





For More Information Circle No. 222 





EVERSAFE “COMMANDO”’ 


Model 


Approx. 

Shippina : 

Wt. 1800 Ibs es 
RESEARCH and DEFENSE PLANS 
are kept safe from FIRE and THEFT 


Every drawer is a fireproof safe. 

Heavy duty casters standard equipment. Holds any 
sheet up to 42” x 31’. Electric welded for strength. 
Each drawer protected by 15¢@” of. insulation, Out- 
side case has 15g” approved insulation. Thumb latch 
on each drawer, Unit protected by 4-point locking 
device. Yale key lock standard equipment. Green or 
grey, smooth Hammerloid. DIMENSIONS—Outside 
4634” wide, 34” high, 3814” deep. Inside drawer 
dim. 42'/5” wide, 2” high, 312” deep. Bears the 
Class C One Hour Label of the No. America Safe 
Manufacturers Assoc. Furnace tested for 1 hour at 
1700° F 

Write for complete information and prices. 

MIDWESTERN MANUFACTURING CORP. 
Indi polis 4, Indi 








For More Information Circle No. 242 








é SPECIAL OFFER! 


Two Leading German Office 
Equipment Journals, at 
reduced combination rate! 


“*BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in German......$9.50 


| 
combined only $1 3.00 


These vital Trade Journals keep you up-to-date 
with the German—European Office Appliance 
market. In regard to subscriptions or advertis- 
ing rates contact our American Representatives: 


ATLANTIC PROMOTION AGENCY, Inc. 
136 Liberty St. ° New York 6, N. Y. 
Tel: BArclay 7-9550 
VERLAG PETER BASTEN, Aachen, Germany 











Substantially Reduces 
NOISE 


of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from _ tiring 
noise—increase production and work ac- 
curacy. Your Graphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 
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Regional sales 
managers of Milo 
Harding Co. who 
attended a week- 
long sales clinic 
covering Tempo 
and Geha __ inks, 
stencils, duplica- 
tors, accessories 
and supplies. 


Smith-Corona Appointments Wood Appoints Reese 


Morris C. Fuller Jr. was appointed sales Geoffrey H. Wood, president and gen- 
manager-portable typewriter division of eral manager, G. H. Wood & Co., Ltd.. 
Smith-Corona, Inc., it was announced by Canada, announced the appointment of 
H. S. Yaffa, national sales manager. Mr. L. Marsh Reese as regional general man- 
Fuller was manager of Smith-Corona’s ager for their Canadian eastern division 
Dallas branch office, since 1955. He joined With head office and plant in Toronto, 
the company in 1947 as a retail salesman manufacturing facilities also in Montreal 
and has served as home office field repre- and Vancouver, and over 35 branches 
sentative in several branches. Mr. Yaffa and warehouses across Canada, they are 
also announced that Wesley W. Strong is recognized as Canada’s largest manufac- 
manager of the Dallas branch, and Alvin turers and distributors of industrial sani- 
Satz is manager of the Baltimore branch. _ tation products. The company’s American 


THE WORLD OF FIGURES AT YOUR FINGER TIPS 
=a —* 
fiamann 300 


a four-operation calculator with 


eee a4 


simplified keyboard 


touch- operation 


6 automatic division 


De Fe We oprutscue reiepuonwere UND KABELINDUSTRIE 


AKTIENGESELLSCHAFT - BERLIN SO 36 (US-SECTOR) 
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Buffalo, N. Y., 
products. 


subsidiary, Woodlets Inc., 
manufactures many _ specialty 
One of their key products is Ozium air 
freshener spray. All Woodlets products in 
the U.S. are merchandised through se 
lected distributors only, not sold direct 
or through retail stores. 


Facit Promotions 


Anthony J. Arancio and Rolf B. Rehder 
were promoted to the sales division of 
Facit, Inc., national distributors of Swed- 
ish-made Facit calculators, Facit type- 
writers and Odhner adding machines, it 
is announced by Erik A. Ohlsson, presi- 
dent. Mr. Arancio, associated with Facit 
for the past six years, is assistant in the 
sales department to work under super- 
vision of George Haag, general sales man- 
ager, in the direction of the firm’s net- 
work of office machine dealers and dis- 
tributors. Mr. Rehder will assume the 
new post of assistant to Lou Merlano, 
northeast district sales manager, in super- 
vising distribution in the New England and 
Middle Atlantic states in addition to parts 
of Ohio, Kentucky and Cuba. 


Checkwriter Sales Manual 

A highly effective and most complete 
sales manual for Safeguard Checkwriters 
has been written by Marcy F. Roderick, 
president, Safeguard International, export 
distributors for Safeguard, Inc., Lansdale, 
Pa. This pocket size booklet titled, “The 
Money Maker.” provides a wealth of in- 
formation on how to sell checkwriters and 
is, perhaps, the best work available on 
the subject. 


Cushman & Denison Moves 


Cushman & Denison Mfg. Co., now in 
its 75th year, has moved its offices from 
New York to the company’s new modern 
manufacturing plant at Carlstadt, N. J. 
According to Robert E. Gooley, sales 
manager, the move is in the interest of 
better and faster service to dealers. Presi- 
dent of the company is David L. Parke, 
and advertising manager is James P. 
Dwyre. 
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5 SS om eek Ee 
CHECKS ON 
LITHOSTRIP 


Continuous Forms 


up to 90% of sorting costs 
with automatic reconciliation 


s AVES 


NOW! 


PRE-PUNCHED, PRE-NUMBERED TAB CARD 
CHECKS "ride free'’ on CONTINUOUS forms 
useful on tabulators, teletypewriters or 
typewriters 
CHECK RECONCILEMENT is obtained at a 
tiny fraction of manual cost by using punched 
card sorter, collator and tabulator 
ELECTRONIC CHECKS also available on Litho 
sets... requires no change in your present 
method of preparing checks. 


We engineer many types of office 
forms. CONSULT US. 


500 BITTNER ST LOUIS 15 MO . 


For More Information Circle No. 370 








For Your Annual 


TYPEWRITER ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 

for 

Best Results 


* => — 

SAY) \ Breas 

Manufactured and Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 


Contact your Local Typewriter Dealer 
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ee 
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New 104,000-sq. ft. plant of the computer department of General Electric Co. in 
Deer Valley Park, Ariz., which will open next January. It will house production facili- 
ties for the electronic data processor and magnetic ink character reader check handling 
system being installed in the San Jose, Calif., branch of the Bank of America 


Plus Opens New Branches 


To reinforce their sales promotion and 
provide better customer service in the 
northern New Jersey industrial an 
office was opened in Newark by Control 
Systems, Inc., at 972 Broad St. It is super- 
vised by Don Klein, metropolitan man- 
ager. Don Bassett, New England general 
manager, has opened a Plus Computing 
Machines Agency at 191 Middle St., Port- 
land, Me., where Mrs. E. May Swenson 


area, 


is manager. Ed N. Cullom is now south 
ern states general manager with offices at 


S08 Forsyth Bldg., Atlanta 


Smith-Corona Vice President 


Election of Paul H. Elicker 
president for finance, Smith-Corona, Inc., 
was announced by Elwyn L. Smith, presi 
dent. Mr. Elicker will continue to serve in 
his present capacity of treasurer and chief 
financial officer. He came to Smith-Corona 


as~> vice 


Seichi Kumahira (third from left), president, Kumahira Safe Co., Hiroshima, Japan, 
on a visit to Herring-Hall-Marvin Safe Co. in Hamilton, Ohio, where he is shown with 
company officers: Basil T. Lawrence, director of marketing; Earl V. Flaherty, general 
sales manager; Thomas Y. Arai, interpreter; Harvey L. Hemkel, vice president in charge 


of manufacturing; George Schlegel, treasurer. 


232 
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OFFICE 
EQUIPMENT 








Want to Drum up New Business? 
Annually the entire Latin American continent 
will absorb a very impressive volume of your 
products. There are 19 countries in Latin 
America where all the office equipment and 
stationery importers, distributors, dealers and 
larger users receive LA OFICINA. They keep 
it, refer to it as a guide and reference all 


vear long. 
The need for all office products in Latin 
America is increasing steadily as business and LATIN 
industry develop. Tell these prospects and cus- Pa 
tomers about your product in the 1958 La AMERICA 
OFICINA. Its advertising rates are low its 
coverage is complete. Your advertising in LA 
OFICINA is basic to establishing and building 
a profitable Latin American trade. 


Forms Close This Month—Don’t Miss It! 


For More Information Circle No. 369 


OFFICE a 


PUBLICATIONS a. 
COMPANY icind 


REVISTA DE EQUIPOS PARA OFICINAS 





232 Madison Ave., New York 16, New York 





Circulation—10,000 





Its +43 Simple be 


<oige 


To FIND FACTS FASTER with 
the NEW, MORE EFFICIENT 


Edge Punched Card Structures 
e At Less COST 
e Less CODING 
Less GROOVING 
Less SORTING 
Less HANDLING 





MANUFACTURING e¢ BUSINESS 
SCIENCE © EDUCATION 
ALL CAN SAVE MONEY — SAVE 
TIME — SAVE EFFORT WITH AN 
E-Z SORT SYSTEM. 











DEPT. 4 
45 SECOND STREET 
SAN_ FRANCISCO 5 
CALIFORNIA 


204 —— 
jouino) uaene 
sma T 


Sap tt 











SOLE MANUFACTURERS OF E-Z SORT SYSTEMS 


THE MOST EFFICIENT MARGINALLY PUNCHED CARDS. | 
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in 1956, and in August of that year was 
elected treasurer. Previously he had been 
with McKinsey & Co. and in the financial 
department of Ford Motor Co. 


Bentson House Organ 
Bentson Mfg 
lishing a 
for their 2500 dealers and dealers’ sales 
men. It is edited by Edwin H. Roper. 
Bentson advertising manager, and con 
tains news of the company, its steel office 
furniture and general industry news 


Co., Aurora, Ill., 
organ, the 


are pub 


house “Diamond,” 


Nathan Vice President 

Robert T. Pratt was named presi 
dent in charge of sales and advertising at 
Charles S. Nathan, Inc., office planners 
and New York, according to 


vice 


decorators, 


| Charles M. Nathan, president. Mr. Pratt 


joined Nathan as director of sales last 
year. Prior to his association with the 80- 
year-old organization, he was with Clary 
Corp. for 11 years. 


Rubbermaid Commercial Manager 

John D. Gans, formerly merchandising 
manager for Rubbermaid, Inc., was named 
manager of the company’s expanding 
commercial division which now 
offers an line, including rub- 
ber, plastic, wire and vinyl products, and 
continuous rubber matting. Mr. Gans 
Rubbermaid in 1956. He had been 
with Continental Can Co. as merchan- 
dising supervisor of new products. Pre 
viously, he had been associated with 
Lever Bros. in marketing and merchan- 
dising work. 


sales 


expanded 


joined 


Newport Elects Officers 
At the 
Newport 


annual stockholders meeting of 
Business Forms Co., S. S. Bo- 
hannan was named chairman of the board 
upon the resignation of W. T. Baker 
Mr. Bohannan, in addition to assuming 
the duties of chairman of the board, will 
continue in his capacity as president of 
the company. J. K. Bohannan 
pointed executive 
former position was vice 
charge of sales. Mr. B. S. 
signed the new position of vice president 


Was ap 
president. His 

president in 
Davis was as 


vice 
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SHEET 
PROTECTORS 


For 2- and 3-Ring 
Binders 


*METAL 
EYELETS 


— an exclu- 
sive Amfile 
feature 


They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter - size 
papers. 

A one-inch 
ring binder holds up to 25 protectors. Made 
of heavy gauge, non-inflammable acetate. Size 
11 x 81/4". Packed 25 to a box. 
lf your dealer doesn't have them in stock, 
send us his name and we'll see that you are 
supplied promptly. Write for circular. 


AMBERG FILE & INDEX CO. 
Filing Specialties since 1868 
1601 DUANE BLVD., KANKAKEE, ILL. 
For More Information Circle No. 251 








PAYMASTER 

















PAYCHECK "OUTLOOK" 
ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck "Outlook" Envelopes are absolutely 
opaque, essential when wages are paid by 
check. Nothing shows but the employee's 
name. This improves personnel relations. 


Send for Samples and Prices Today 


OUTLOOK ENVELOPE-CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Blvd., Chicago 7, Illinois 


For More Information Circle No. 252 
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J.A.HEINRICH 


DANKERS 
HAMBURG 11 


GERMANY (WesternZone)establ.1905 


ACCESSORIES 
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SECRETARIES ACCLAIM 
The ALL NEW 


—SPeepaite 
FOLDING COPYHOLDER 


Welcomed by secretaries as a valuable aid to 
production and accuracy. Relieves eye and 
neck strain. Completely adjustable to desk 
and light conditions. Never in the way. 
Folds behind typewriter when not in use. 


Other Hali-Welter products include: 
Error-No Copyholders, Speedrite 
Checkwriters, Chexsigno Check Signers. 
HALL-WELTER COMPANY, INC. 
38 Mt. Hope Avenue @ Rochester 20, N. Y. 





For More Information Circle No. 254 











in charge of new developments. Jennings 
B. Lynch assumed the duties of 
president and production manager, 
merly held by Mr. Davis. 


vice 
for- 


Royal McBee Appointments 


W. W. Pennels, vice president, Royal 
l'ypewriter Division, Royal McBee Corp., 
announced that Edwin J. Hurley, former- 
ly assistant to the product analyst, has 
been appointed product analyst for the 
Royal Typewriter Division. Mr. Hurley 
came to Royal Typewriter Co. in 1947. 
His previous positions included work in 
the purchasing department, personnel and 
order and distribution departments. He 
was appointed assistant to the product 
analyst in 1956, the post he held until his 
current appointment. 

Wayne K. Boulton, formerly product 
analyst, has been appointed assistant man 
Advanced Product Planning Dept., 
it was announced by John L. Mayer, Jr., 
advanced product planning manager. Mr. 
Boulton, whose association with Royal 


acer, 


SAVE GO% 
filing floor space 


with VERTI-FILE 


Yo 
vertical filing by 
foldei 


file installation 


Sq {t. floor 


( ompact 


space, 
De luxe 


America’s leading 


Deluxe dealei (See vellow pages) or writ lor Cata 


ir most effective way 


modern De 


but 
Verti- File 


boltless steel-shelvin 


Typewriter Co. began in 1933, previously 
salesman, typewriter demon 
strator, special representative, assistant to 
the New York sales manager, sales man 
ager, supervisor of sales training and, in 
1954, became product analyst for Royal 
McBee Corp 


served as a 


Typewriter Sundries Co. Moves 
Ltd. 


Sundries Co has 


own new building at 140 
High St., London, S.E.1, 
For the past 21 years, this firm 
has served the machine trade of 
the worid with machines and parts. The 
complex task of moving some 5000 office 
machines, hundreds of thousands of spare 
parts and equipment recently com 
pleted and dealers are advised to note the 
new 


[ypewritet 
moved to its 
148 Borough 
England 


office 


Was 


addr CSS. 


READERS ORDERING A 
CHANGE OF ADDRESS should 
provide both their old and their new 
address, and give one month’s notice. 


gain floo) space and save rent is with 
luxe Verti-File Ina 
old-fashioned drawer files 
Deluxe Verti-Files \ 


Is Tree 


Z ALPES file 
1,704 
only ft 
id by 
ill your nearby 


log 416 


Occupy 


Isé 


754 sq 


standing, rig shelving 


g maker. ( 


DELUXE METAL FURNITURE COMPANY, Warren 18, Pa. 


1 Division of Ro 


val Metal Manufacturing ( 


ompany 
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No Repetitive Writing 


on the other tape punch is used for the 
transmission of bill of lading shipping 
which includes sim- 


papers. This tape, 


ply the ship-to address, order and in- 


voice reference numbers, and the item 


information, is transmitted to a slave 
typewriter in the shipping office of our 
Through this typewriter 
five-part Kant-Slip shipping 
Designed into the shipping 
label for 


the 


factory section. 
IS fed a 
forms set. 
stencil 


copy of this set is a 


quick and accurate addressing of 
shipping cartons. 

Of the five 
the original is sent to order service as 


copy two, shipping 


shipping forms copies: 


proof of shipment; 
order, is retained by the carrier’s 


copy three is placed in an envelope and 


agent; 


copy four goes to 
and 


mailed to consignee; 
freight bill file in shipping office; 
the packing slip is enclosed in an en- 
velope and stapled to the outside of one 
of the cartons. 

It is evident that the 
IDP system at GI 


ing of the 


of the 


process- 


scope 
covers the 
from start 


customer orders 


to finish, as well as the collection of 
statistical data on orders, sales and ac- 
Through the com- 


mon language principle we have been 


counts receivable. 
able to use a series of integrated forms 
the that 
into the punched tapes. The result has 


to receive information is put 


automatic writing of invoice, 
packing list, bill of lading and carton 
labels — all of which previously were 
written separately and manually—plus 


been the 


improved accuracy, efficiency and speed 
in our order-invoice operations. 
{pril, 1958 


Tue Orrict 


“KEEP IT 


aspen 


DESTROY OLD FILES, VITAL 
RECORDS, CONFIDENTIAL PAPERS — 


AUTOMATIC 
OFFICE PAPER 
SHREDDER 


Add filing space 
by destroying can- 
celled checks, ledger sheets, time 
cards, W2’s, pay vouchers and 
obsolete papers—in your own office! 
The new “SILVER EXECUTIVE AU- 
TOMATIC” Paper Shredder is the 
only automatic feed machine . . 
shreds Papers into unreadable 14” 
strips, in just a few seconds! The 
machine is an attractive, typewriter- 
size, portable desk model, with full 
Y2 HP motor. Completely safe, and 
easy to operate. Many other sizes 
available, too. 
Ten-Day Trial on any shredder. 
Write today for literature. 


INDUSTRIAL SHREDDER 


AND CUTTER COMPANY 
103 MILL ST. * SALEM, OHIO 


For More Information Circle No. 338 





INSTANT G j 


bind to each other—sealing 
No machines, heat or 


Clear Plastic _— 
any flat object in between. 
other treating required. Guaranteed to protect 
against moisture, tearing, soiling, etc. Lasts in- 
definitely . . will not discolor, harden or crack. 


NEW OFFICE AID 
Preserve Price Lists. 
ecords, important 
papers. Dress-up cat- 
alog covers — pre- 
sentations. Ideal for 
photos, | cards 
onvention badges, 
etc Protects file 
tabs a 
— signs no- 
ices, etc 

EASY TO USE 

No skill required Sim- Special Introductory Price 
ply remove paper back- 10 sheets 3” x 4” 
ing from two sheets and 6 sheets 6” x 8” 
make a_ plastic ‘‘sand- 2 sheets 10” x 12 
wich with the object ONLY $4.50 postpaid 


in the middle Costs 
(will do the work of 915 


only a smail fraction of 
onventional laminating worth of machine lam- 
inating) 


charges 
Money-back Guarantee. All sizes available in 


quantity, Write for free brochure. 
PLAIN-VU, BOX 83, DEPT. A-2 


MENTOR, OHIO 
For More Information Circle No. 219 


JUMBO KIT 


INDIANA 


UNDER-COUNTER 


CASH DRAWERS 


assure — profit 
. for you! 


4 
Fast-Moving 
Models 


Model R-1 
(illustrated) 


Has removabie 
metal money tray 
with lock-on lid 


e FULL 
DEALER 
DISCOUNT 


Drop shipment made — no stock to carry 
of highest quality Indiana Hardwoods 


INDIANA CASH DRAWER CO. 
P. O. Box 236-B © Shelbyville, Ind. 


For More Information Circle No. 220 


A product 
RITE 


920 
238 


Stee! Guides Guides PNWINDO > 


Hundreds of uses—expand or adapt your 
present system—create an entirely new 
system. In |" and 2" widths, colored or 
clear windows. Packed 25 to box with 
labels in strips for easy typing. Also 
alphabetic labels. Printed to order. 
PROJECTING SIGNALS 


See your office supply dealer or ihe direct 


CHARLES C SMITH, INC. 


For more than 60 years, a complete line 
of time-saving signals and indexes 


For More Information Circle No. 221 


Don’t drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 
handle 
from 70 
to FIA” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


oe: Ge ceneseu0mmE> 


For More Information Circle No. 223 
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National Conference s 





National Microfilm Assn., Monteleone Chalfonte-Haddon Hall, Atlantic City, 
Hotel, New Orleans, April 21-23. June 18-20. 
Western Joint Computer Conference, Am- National Assn. of Accountants, Conrad 
bassador Hotel, Los Angeles, May 6-9. Hilton Hotel, Chicago, June 22-26 
National Assn., of Educational Buyers, National Office Machine Dealers Assn., 
Hotel Leamington, Minneapolis, May Schroeder Hotel, Milwaukee, June 29- 
7-9 July 2. 
U. S. World Trade Fair, Coliseum, New American Bankers Assn., Chicago, Sept. 
York, May 7-17. 21-24. 
National Assn. of Credit Men, Detroit. Life Office Management Assn., Chalfonte- 
May 18-22 Haddon Hall, Atlantic City, Sept. 22-24. 
New York Stationery Show, New Yorker National Stationery & Office Equipment 
Hotel, May 18-23 Assn., Conrad Hilton Hotel, Chicago. 
American Society of Personnel Adminis- Sept. 27-Oct. 1. 
tration, Benjamin Franklin Hotel, Phila- National Institute of Governmental Pur- 
delphia, May 19-21. chasing, Statler Hotel, Boston, Oct. 5-8 
National Society for Business Budgeting, American Institute of Certified Public Ac- 
Roosevelt Hotel, New York, May 22-23 countants, Statler & Cadillac Hotels, 
Institute of Internal Auditors, Statler Hotel Detroit, Oct. 11-16. 
Detroit, May 25-28 Systems & Procedures Assn. of America, 
Controllers’ Congress, National Retail Dry Penn-Sheraton Hotel, Pittsburgh, Oct. 
Goods Assn., Muehlebach Hotel. Kan- 13-15. 
sas City, Mo., May 25-29. National Business Show, Coliseum, New 
National Offce Management Assn., Con- York, Oct. 20-24. 
rad Hilton Hotel, Chicago, May 25-29 National Assn. of Bank Auditors & Con- 
Insurance Accounting & Statistical Assn., trollers, Statler - Hilton Hotel, Dallas, 
Sherman Hotel, Chicago, June 2-4. Nov. 3-5. 
American Institute of Industrial Engineers, Federal Government Accountants Assn., 
Statler Hotel, Los Angeles, June 12-13. Shoreham Hotel, Washington, D. ¢ 
National Machine Accountants’ Assn., Nov. 17-18 


BUSINESS FORMS FOR EVERY OFFICE Use 
For greater efficiency * convenience °¢ economy 


ie CUSTOM, STOCK, AND STANDARD LITHO. lee) bil, itlelth mt ieme\ ele Oil. emene le) 
ae GRAPHED CARBON INTERLEAVED SINGLE SET GRAPHED BUSINESS FORMS FOR ALL 


- 
° TYPEWRITER AND T T 
Fe sets BUSINESS FORMS DESIGNED FOR ANY OFFICE , Ss pee Comp Gee a i atoce 
— MACHINE OR PENCIL USE. POPULAR STOCK «+ ; TAB FORMS — PARTIAL OR FULL BODY 
“al FORMS FOR IMMEDIATE DELIVERY ° , IMPRINTS ON STOCK TAB 


ee ne ee ee ee ee ee ee ee 


IONAL LITHO FORMS COMPANY 
3 EUCLID AVENUE + CLEVELAND, OHIO 


For More Information Circle No. 281 
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Nippo Machine Industry Co., Ltd. 
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i Publications Co 
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Olivetti Corp. of America 
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Saunders Mfg. Co 
Shaw-Walker Co 
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Shwayder Bros 

Silent Glow Oil Burner Corp 
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Smith, Inc., Charles C 
Smith-Corona, Inc 

Southern Folder & Index Co 
Standard Instrument Corp 
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Stevenson & Smith, Inc 
Stolper Steel Products Corp 
Sunroc Corp 

Swift Business Machines Corp 
Tab Products Co 

Textile Cutting Corp 
Teletype Corp 

Thomas Collators, Inc 
Times Facsimile Corp 

Toledo Metal Furniture Co 
Traveletter Corp 
Typewriter Sundries Co 
UHU Products Corp 
United States Envelope Co 
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Vanguard Business Machines 
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Victor Adding Machine Co 
Visi-Shelf File, Inc 
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and December); 


| File (for six months’ 
for $13.00. 


Please send me, postpaid, 
Name 
Address 





issues) $2.50; 2 Files (for a year's issues) $5.00; 3 Files for $7 


FILE YOUR COPIES OF 


The Ne 


IN HANDY VOLUME FILES 


This durable and attractive file 
in rich maroon and gray with 16-carat 
gold lettering, looks and feels like 
leather and is washable. No irritating 
wires to handle. Any copy may be 
removed. Each file holds one volume 


(six months) of THE OFFICE with the volume index in the last copy (June 
two files hold an entire year’s issues. 
and unconditionally guaranteed or your money back. 


Files are reusable 
Postpaid in U.S. 


00; 6 Files 


Jesse Jones Box Corporation, P. O. Box 5120, Philadelphia 41, Penna. 


files. | enclose 


Bill Me [1] 
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The great assessment is under way. Do big com- 
puters pay? 

With over 200 digital computers of the largest 
class in operation, plus more than 1,000 medium sized 
ones, management is busy sorting and classifying evi- 
dence in its attempt to reach a verdict on the worth of 
these expensive systems. 

The results vary. From some users of the largest 
of the monsters come encouraging reports of six-figure 
Savings in annual clerical costs alone, plus valuable 
extras in the shape of immediate reports and analyses 
which assist in setting management policy. Obviously 
these are dramatic benefits and convincing to top man- 
agement in those companies. Yet there is some dissatis- 
faction. Two banks of comparable size recently in- 
Stalled identical computers for similar problems. One 
bank is pleased with the results, the other is unhappy. 
Other users have expressed disappointment in the lack 
of clerical savings. This latter indicates that paper- 
work cost reduction should not be the exclusive reason 
in all cases for an installation. 

These contradictions indicate that even though 
computers have become relatively popular (there are 
several thousand additional small computers in uSe), 
there has not yet been sufficient experience to permit 
many positive conclusions. 

There is a trace of irony in business' attempt to 
adopt the best features of large scale data processing. 
One of the major objectives of these elaborate systems 
is to eliminate the trial and error method traditional 
to much business activity. But perhaps the most single 
positive fact thus far evident on the subject is that 
management must go through a trial and error period with 
these highly expensive tools in order to determine their 
most efficient areas of application. 
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3 NEW DITTO DUPLICATORS 


MAKE QUICKEST, SHARPEST, LOWEST-COST COPIES 
of anything you write, type, draw ortrace on a DITTO Master 
...3 x 5" to 9”x 14”...1to 5 colors at once 








From speed and precision to economy and widest useful Copies are delivered fac p, flat and dry. @M) If block 
ness 2se masterful new duplicators anticipate every outs are used they attach instantly to the slotted drum 
business need. Any operator turns out 120 bright copies Stainless steel parts resist wear and corrosion. @ Fluid 
a minute, up to 300 copies per master, and on shortruns level indicator, and copy counter, keep constant auto- 
the master may be filed and re-used until entire dye de matic check on operation and the handsome gray 
posit is exhausted. @f) ‘‘Magic’' Copy Control meters the and green finish is pleasant to see and work with! 

correct fluid flow for all-over brightness of any size copy Use the coupon, get samples of work, see a demonstra- 


Fingertip adjustment registers master-to-copy instantly tion in your office on your own work 


low-priced—hand operated 
DITTO D-20 


and here, reversing the price trend, is the new prex 

It DITTO D-20 ed so low that now every office 

ne, can fully enjoy the administrative advar 

TTO duplication. Makes up to 300 bright copies anything 

u write, draw, type or trace on a DITTO Master on 
ard or paper stock 3” x 5” to 9” x 14”...in 1 to 5 colors at 
once...at 120 copies a minute...up to 300 pies per 
master. ‘‘Magic’’ Copy Control meters correct fluid flow for 
all-over brightness of any size copy wear and corrosi 
resistant stainless steel parts...quiet, balanced operatic 


DITTO, Inc., 6894 McCormick Rd., Chicago 45, Ill. 


f Ditto of Canada, Ltd., Toronto, Ontario 
Ditto (Britain) Ltd., 126/128 New King's Rd., Fulham, London, S.W. 6, England 
Please send me samples duplicated on the new DITTO 0-30 0-31 


2 Arrange demonstration of the machine I've checked above 





at if = ln “a ' : Name, Title__ 
Firm 
Ee _ — . " 
Your Single Source of Everything in Duplication Canisit Zone State/Prov. 








When should 
you retire a 
typewriter... 


AND GET THAT NEW ROYAL ELECTRIC? 


Perhaps the time is mow. For the incredible, new 
Royal Electric fills the demands of modern, fast- 
paced business as no other typewriter can. 





ing and convenience features you can’t match. 


To save you time and money, it offers engineer- he — 


You'll be surprised how much your outdated meee ne 
typewriters are worth in trade, how little it costs CYA 
to switch to Royal Electrics. Call your Royal man 
for a free demonstration and trial. electric 


R 


Preduct of Royal McBee Corporation, world’s largest manufacturer of typewriters 
For More Information Circle No. 264 





